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U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 2000. 02

Change
Notice CHANGE NOTI G2 NABER. V02 1087

1. Pur pose: To revise the Accounting Managenent Manual, P.S.
2000.02, to reflect the difference in the way that Treasury

di sburses nonies to agencies for inprest funds, and to correct
errors that occurred when the Accounting Managenent Manual was

reprinted.
2. Summary of Changes: Treasury does not di sburse nonies
directly to the Bureau of Prisons for inprest funds. |Instead,

t he advances to cashiers are nmade through the appropriate
process. Therefore, Treasury no | onger accepts reporting of
advances to cashiers as an itemclassified and reported on
Treasury Designated Oficer's Statenents of Accountability. P.S
2000. 02, Chapter 10518 and 10520, have been revised to reflect

t hi s change.

P.S. 2000. 02, Chapter 10810, Exhibit C, has been changed to
correct line nunber reference in itemnunbers 18 through 22.

P.S. 2000. 02, Chapter 10975, Page 1, has been changed to correct
t he anmount of funds each approving official is permtted to
approve on Requests for Wthdrawal of Innmate's Personal Funds
forns.

3. Tabl e of Changes:

Renove | nsert

Chapt er 10518, Pages Chapt er 10518,

Pages 21 and 22, dated COctober 15, 1986 21 and 22
Chapt er 10520, Pages Chap 10520, Pages
10 and 11, dated October 15, 1986 10 and 11
Chap 10810, Exhibit Chap 10810, Exhibit
C, dated October 15, 1986 C
Chapter 10975, Pages Chap 10975, Pages
1,2,3 & 4 dated Cctober 15, 1986 1 and 2 3 and 4
4. Action: This change notice is to be filed in front of the

Accounti ng Managenent Manual, P.S. 2000. 02.

NORVAN A. CARLSON



Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 2000. 02

Change
Notice CHANGE NI G2 MABER O 08 17, 1067

1. Purpose: To revise the nonthly proof-check to include Net
D sbursenments - Draft Paynments (110.9 Account) for the prior
year.

2. Summary: P.S. 2000. 02, Chapter 10548, Appendix 5, Page 1
has been changed to include Net Disbursenents - Draft Paynents
(110.9 Account) for the prior year.

3. Tabl e of Changes:

Renove | nsert
P.S. 2000. 02, Chapter 10548, P.S. 2000. 02, Chapter 10548,
Appendi x 5, Page 1 and 2, Appendi x 5, Page 1 and 2

Dat ed Cctober 15, 1986

4. Acti on: This change notice is to be filed in front of the
Accounti ng Managenent Manual, P.S. 2000. 02.

NORMAN A. CARLSON
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

Program OPl : ADM Fi nanci al Managenent

NUVBER 2000. 02
DATE: COctober 15, 1986

Statement SUBJECT: Accounting Managenent Manual

P. S.

Pur pose: To reissue the Accounting Managenent Manual .

Summary of Changes: Program Statenent 2000.02 is a
rei ssuance of Program Statenent 2000. 1
and contai ns no substantive changes.

Tabl e of Changes:

Renmove | nsert

2000.1 inits entirety P.S. 2000.02 in its entirety

NORMAN A. CARLSON
Di rector



PS 2000. 02
CN 68, 12/31/98
Chapt er 10300

BUREAU OF PRI SONS

WASHI NGTON, D. C.

PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10300 - FUND ACCOUNTI NG

CHAPTER TITLE
10310 Accounting for Funds at the Bureau
10315 Accounting for Allotnents, Operating

Pl ans, and Fi nanci al Pl ans
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PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10300 - FUND ACCOUNTI NG
CHAPTER 10310 - ACCOUNTI NG FOR FUNDS AT THE BUREAU

a. Accounting for the Allotnent Advice - The Departnent of
Justice provides the Bureau of Prisons with Allotnent Advice and
a copy of the Treasury Warrant. Upon receipt of this advice, the
Accounting Operations Section, Central Ofice enters an 04
general | edger transaction under allotnment code 000 (Bureau) into
t he conputerized Fi nancial Managenent System (FMS) to establish
unapportioned appropriations, by appropriation synbol, or
accounting entity.

b. Apportionnment - After receipt of the Al otnent Advice, the
Director of the Bureau of Prisons (in accordance with OVB
Crcular A-34) submits to the Ofice of Managenment and Budget,

t hrough the Departnent of Justice, an Apportionnent and
Reapporti onnent Schedul e, SF-132 (including Estinmated
Appropriation Rei mbursenents). This requests apportionnents for
the Sal ari es and Expenses Appropriation, the National Institute
of Corrections Appropriation, and the Buildings and Facilities
Appropriation (no-year).

1. Controls - The Budgetary Series of Accounts is used to
control and account for the appropriation, apportionnment, and
al l ot ment of obligational authority. Specific accounts have been
established to show the anount of funds appropriated,
apportioned, or reserved, and the anount of allotted funds that
have been obligated and di sbursed.

2. Accounting - The Accounting Operations Section, Central
Ofice enters into FM5, as appropriate, the follow ng 04 general
| edger transactions under allotnment code 000 (Bureau):

(1) To account for the appropriation warrants and All ot nent
Advi ce:

110.1 - Appropriation Warrants Dr.
635.1 - Unapportioned Appropriation Cr.

(2) To account for approved estinmated appropriation
rei nbursenents

631.0 - Estimated Appropriation
Rei mbur senent s Dr .
635.1 - Unapportioned Appropriation Cr.

(3) To account for apportionnments approved by the Ofice of
Managenent and Budget :




635.1 - Unapportioned Appropriation Dr.
650.0 - Bureau - Unallotted Avail abl e Funds Cr.
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(4) To account for funds reserved by the Ofice of
Managenent and Budget :

635.1 - Unapportioned Appropriation Dr.
640.0 - Reserved O fice of
Managenent and Budget Cr.

(5) To account for funds reserved by the Departnent of
Justice or the Director of the Bureau of Prisons:

650.0 - Bureau - Unallotted Avail abl e Funds
645.0 - Administrative Reserve

o
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CHAPTER 10315 - ACCOUNTI NG FOR ALLOTMENTS, GOPERATI NG PLANS,
AND FI NANCI AL PLANS

a. Al l ot nent and Operating Pl ans

Funds allotted to the Bureau by the Departnent of Justice (DQJ)
are subsequently issued by Operating Plans (via FMS) to regional
offices, which, in turn, are reissued to each institution.
Operating Plans are controll ed and accounted for at the Central
Ofice, regional office, and institution |evels.

1. Bureau - After receiving the apportionnent, the
Director, Bureau of Prisons, through the Chief, Ofice of
Fi nanci al Managenent, provides obligational authority to the
director of each regional office by an Operating Plan (for the
Sal ari es and Expenses Appropriation, the Buildings and Facilities
Appropriation, and the National Institute of Corrections

Appropriation).

Upon recei ving an approved Apportionnent and Reapporti onnent
Schedul e (SF-132), the Budget Execution staff establishes fund
availability for the Central Ofice and regional officers by
entering a 10 transaction into FMS.

The foll ow ng general |edger entries are generated fromthe 10
transacti on:

656.0 - Institution and Regi onal
Ofice Control Allotnent

From Bureau - Contra Dr.

655.0 - Allotnent Net Cr.

This entry nmust be supported by a Fi nancial Mnagenent
| nformati on System (FM S) Operati ng Pl an

The above accountability will provide the capability to produce
fund control and nonitoring reports with visibility at the
general | edger |evel.

2. Central Ofice and Reqgional Ofices

The director of each regional office is responsible for
controlling obligational authority received fromthe Central
Ofice and for reissuing such authority to the regional office



and to each institution wwthin his jurisdiction for its
oper ati ons.

In order to maintain the required bal ance anong control accounts
and to have uniformty in the system the Central Ofice nust
make the sanme entries into the systemas the regional office.



PS 2000. 02
CN 68, 12/31/98
Chapters 10330 & 10335

Chapters 10330 and 10335 rescinded 12/31/98 by Change Notice 68
to this programstatenent. These chapters were replaced by PS
2250. 01, Recording Obligations.
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Upon recei pt of an Operating Plan, the Central Ofice's Budget
Execution staff or the regional conptroller is responsible for
ensuring that a Financial Plan Transaction (BP-AF-123) is
prepared for the current quarter cumnul ati ve anmount of the
Operating Plan and for entering into FM5 a 10 transaction code to
af fect accounts as foll ows:

656.0 - Institution & Regional O fice Control All otnent
From the Bureau - Contra
655.0 - Allotnment Net

956.0 - Operating Plan - Contra
955.0 - Operating Pl an

0% 9%

When the director of the regional office reissues obligational
authority to an institution, the regional conptroller is
responsi ble for ensuring the entry of a negative 10 transaction
code into FM5, thus reversing anounts that are issued to the

i nstitutions.

b. Authority to hligate at Institutions

The Operating Plan received by the field installation provides
authority to incur obligations.

Recordi ng Operating Plans - Upon receipt of an Operating Plan at
the field or other operating installations (i.e. regional office
for its own operation or the Central Ofice), the controller is
responsible for entering a 10 transaction code on a Fi nanci al
Transaction form (BP- AF-123) under the institution all otnent
code. The accounts affected by the 10 transaction code are the
same as shown in a. above.

C. Wt hdrawal by the Bureau of Unobligated Bal ances of
Qperating Plan - Before Septenber 30 of each fiscal year, the
controller is responsible for review ng and adjusting, if
necessary, all obligations incurred in the prior and current
fiscal year appropriations. This is to determne that the
anounts of the obligations recorded are current, valid, and
accurate, and that the anmounts obligated are sufficient to cover
i npendi ng |iquidations or disbursenents.

Fol | owi ng Septenber 30th of each fiscal year, the Operating Plan
Hol ders (OPHs) unobligated bal ances (total Operating Plan |ess
total obligations), if any, for all appropriations (prior year
S&E, B&F and NIC) will be automatically w thdrawn by the Bureau.
The Buildings and Facilities and National Institute or
Corrections Appropriations with unobligated bal ances wll be
automatically reestablished at the beginning of the new fiscal



year by Accounting Operations.
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Upon recei pt of an Operating Pl an decrease fromthe budget
execution officer, the regional conptroller or Central Ofice
staff nust enter into FM5S a negative 10 transaction code
(BP-Acctg-123) for the full anount of the unobligated bal ance.
The wi thdrawal s (negative 10 transaction code) wll affect the
foll ow ng General Ledger Accounts:

655.0 - Allotnment Net
656.0 - Institution & Regional Ofice Control
Al lotnment fromthe Bureau

955.0 - Operating Pl an
955.0 - Operating Plan - Contra

09 9 9

Upon recei pt of an Operating Plan decrease fromthe regional
conptrol l er, each accounting supervisor nmust ensure that a
negative 10 transaction code (BP-Acctg-123) for the full anount
of unobligated balance is entered into FM5. The withdrawals (10
transaction code) will affect the foll ow ng General Ledger
Account s:

655.0 - Allotnment Net
656.0 - Institution & Regional Ofice Control
Al lotnment fromthe Bureau

955.0 - Operating Plan
956.0 - Operating Plan - Contra

09 9 7
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BUREAU OF PRI SONS
WASHI NGTON, D. C.

PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER
10405
10410
10430
10440
10441
10446
10450

10455

CHAPTER 10400 - COST ACCOUNTI NG

TITLE

Scope

Appropriation and Fund Codes

Proj ect Codes

Transfer of Cost

St andard Level User Charges (SLUC)
Donat ed Food Itens (CCC)

Accrued Cost

Eval uati on - Farm Produced Products



P.S. 2000.02
Chapt er 10405, Page 1
15 OCT 1986
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CHAPTER 10400 - COST ACCOUNTI NG

CHAPTER 10405 - SCOPE

a. Pur pose. This chapter sets forth the cost accounting
principles and procedures used to classify all elenents of cost.
Through these cl assification procedures, the cost of conduction
sel ected activities and operations of the Bureau can be

i dentified.

Under the cost accounting system a cost is incurred when a
resource is consunmed or used in carrying out a particul ar
activity or task. Al costs, both funded and unfunded, are
recorded and reported in the cost accounting systemfor the
period in which used. Funded costs consists of those paid from
nmoni es appropriated by Congress. Unfunded costs consist of
donations, depreciation, and accrued | eave.

Cost are devel oped not only fromthe accrued expenditures of
the current year appropriation (S&E), but also prior year
appropriations. Costs are also recorded for no-year
appropriations (B&) which are utilized exclusively for new
buil dings and facilities as well as major repairs and
i nprovenents to existing buildings and facilities. 1In the
accounting system costs under the Sal ari es and Expenses
appropriation and the Buildings and Facilities appropriation are
segr egat ed.

The accunul ati on and presentation of reliable data is a
distinct contribution to better nmanagenent because it provides:
(1) conparative performance standards; (2) information relative
to per capita costs which guide current and future operational
policy and; (3) neasures the degree of success of individual
progr amns.

b. Policy. All itenms of costs related to one-year
appropriations are coded to identify definite elenents such as
subsi stence, issue clothing, discharge expense, nedica
attention, maintenance of buildings and grounds, etc. On the
ot her hand, costs related to no-year appropriations are
accunmul ated in a single construction work in progress account,
mai nt ai ned as a runni ng expense account through the life of the
project. As an individual project is closed, the total costs are
anal yzed and then either capitalized by setting up in a real
property account, equipnment account or expended, all depending
upon the nature of the project. Buildings, substantial additions
and i nprovenents, and new or replacenent facilities, regardless
of dollar value, are considered fixed property for purposes of
capitalization.

Al itenms of equi pnent (personal property) purchased under
the Buildings and Facilities appropriation shall be, upon
recei pt, recorded, controlled and depreciated (if capitalized



equi pnent) under the Sal ari es and Expenses appropriation.

C. Definitions

1. Cost are the value of resources consuned in carrying
out a specific activity or function.
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2. Cost Accounting. A nethod of accounting which brings
together all appropriate elenents of cost incurred to acconplish
a purpose, carry on an activity, or conplete a specific job.

Under the conputerized accounting system the cost accounting is
acconplished wwth the use of a 19-digit code. These digits are
broken down to indicate specific bits of information which in
total furnish a conplete history of each transaction. The digits
indicate the foll ow ng:

(a) Appropriation - Two digits indicating the funds
appropriated by Congress which are used to finance each
transacti on.

(b) Allotnment - Three digits indicating the
institution or allottee that is incurring an expense.

(c) Budget Activity/Decision Unit - One digit
indicating the type of appropriated funds being used to finance
each transaction. i.e., Care, MO, Education, Medical, etc.

(d) Cost Center - Three digits indicating the person
or group with the budgetary responsibility for the transactions
bei ng financed and cost ed.

(e) Performance Measurenent System (P.MS.) - Three
digits indicating what function is incurring an expense within a
cost center.

(f) Project - Three digits indicating the foll ow ng:

Under B&F it will indicate the specific project such as R& or
line itemincurring the expense. Under S&E the project nunber
will serve various purpose. It wll normally identify the

community prograns officer responsible for community service
contract. It will also be use to capture cost of special
occurrences such as disturbances, strikes riots, etc. Al
project nunbers for special occurrences are assigned by the
Central Ofice.

(g) Sub-Object - Four digits indicating the kind or
type of transaction such as salaries, travel, transportation,
rents, services, supplies, subsistence, etc.
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CHAPTER 10400 - COST ACCOUNTI NG

CHAPTER 10410 - APPROPRI ATl ONS

a. Buildings and Facilities (B&). This is a no-year
appropriation (15X1003) authorized by Congress for the
rehabilitation of utilities, renovation of existing structures,
repairs and i nprovenents, etc. This appropriation shall be
i ndi cated by the accounting code X3 in the appropriate fields.

b. Sal aries and Expenses (S&E). This is a one-year
appropriation authorized by Congress to cover salaries and
expenses for a specified fiscal year.

Exanpl es are:

Fi scal Year 1992 = 1521060
Fi scal Year 1991 = 1511060
Fi scal Year 1990 = 1501060

Separately identified appropriations will be maintained for six
years for obligation adjustnents and di sbursenents. There w ||
be one current year and five expired appropriations (an
appropriation whose availability to i ncur new obligations has
expired). At the end of the six-year availability period, the
appropriation shall be closed and any remai ni ng bal ance (whet her
obl i gated or unobligated) shall be cancel ed. *

For codi ng purposes, the appropriation synbols are reduced to two
digits. The first digit signifies the fiscal year. The second
digit will always be the nuneral two. The follow ng are

exanpl es:

1521060 = 22
1511060 = 12
1501060 = 02
* 1591060 = 92
1581060 = 82
1571060 = 72
15ML060 = M (will not be used
after 9/30/93) *
C. Trust Fund (Conmm ssary). This is a no-year Trust Fund

appropriation (15X8408) to benefit inmates by naking the Federal
Prison Trust Fund (Conmm ssary) self-sustaining through the use of
profits from Trust Fund sales to pay operating expenses. This
fund shall be indicated by the accounting code X4 in the
appropriate fields.
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d. National Institute of Corrections (NNC. This is a no-
year appropriation (15X1004) authorized by Congress to provide
funds to grantees to aid in the devel opnent of a nore effective,
humane, safe and just correctional system This appropriation
shal |l be indicated by the accounting code X6 in the appropriate
fields.
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CHAPTER 10430 - PRQIECT CODES

a. Pur pose. The purpose of this chapter is to set forth
project codes. A project code consists of three
characters--either al pha or nunerical - - and is used to identify
a specific task, event or project.

b. Proj ect Codes Under the Sal aries and Expenses (S&E)

Appropriation. S&E project codes are used to identify various
events or special efforts, such as community prograns offices,
functional units, detention centers, escapes, or disturbances.

When a di sturbance or escape occurs and it is estimated that the
costs will armount to $5,000 or nore, the Chief, Budget Execution
at the Central Ofice nust be contacted i mediately for a project
nunber .

C. Proj ect Codes Under the Trust Fund (Conmi ssary). The project
code for the Trust Fund (Comm ssary) nust be C MS.

d. Project Codes Under the Buildings and Facilities (B&F)
Appropriation. Each separate task or effort funded under the B&F
appropriation is assigned a specific B&F project code which
remains in effect until the particular project is conpleted and
cl osed.

The follow ng are types of projects for which codes are issued.

1. Construction of New Institutions
New construction projects are tasks which result in the
construction of Bureau of Prisons facilities.
Coded: Z

2. Repairs and | nprovenents (R&l)

Repairs and i nprovenents projects are specific tasks which
result in repairs, inprovenents, alterations or expansion of an
existing facility, construction of a new building within a
facility or installation of fixed capital equipnent. Repair and
i mprovenent projects cost a mininmumof $4,000 but |ess than
$100, 000.

Coded: A-P, S-T and WY

3. Line ItemProjects Line itemprojects are tasks which
result in new construction, repairs, inprovenents or alterations
costing $100,000 or nore. Line itens are included in the annual




budget | anguage as specific projects.

e. Proj ect Codes Under the National Institute of Corrections
(Nic) Appropriation. Each grantee funded under the NIC

appropriation is assigned a specific project code which renains
in effect until the particular project is conpleted and cl osed.
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f. Determ ni ng Appropriate Object for Project Codes.
1. Construction and line itemprojects acconplished by GSA
al ways be coded to object class 3200.
2. Construction and line itemprojects awarded to a single

contractor for specific tasks which upon conpletion will result
in capitalization of other structures, buildings, inprovenent of
| and or entire systemreplacenent (such as heating, plunbing,
etc.) will be coded to object class 3200.

3. Construction and line itemprojects awarded to nore
than one contractor for specific tasks which upon project
conpletion wll result in the capitalization of other structures,
buil dings or entire systemreplacenent wll be coded to the
obj ect class that nost accurately identifies the nature or
articles for which the contract was intended.

(e.qg. 1100 Sal aries, 2500 Services, 2600 Supplies.)

4. Repairs and inprovenents and line item projects issued
to a single contractor or for devel opnent or replacenent of an
entire systemor that neet the requirenents of (2) above shal
al so be coded to object class 2500.

5. Repairs and inprovenents and line itemprojects that do
not neet the above construction projects' criteria when conpl eted
shal |l be coded to the object class that is related to the purpose
or result of the project. (ex: A contract to repair existing
systens such as elevators woul d be coded to object class 2500. A
contract or purchase order for commodities that are used to form
a mnor part of fixed property would be coded to object class
2600) .

6. Proj ects acconplished in house shall be coded to the
obj ect class that nobst accurately identifies the nature of each
financial transaction. (e.g. 1100 Sal aries, 2500 Services, 2600
Supplies, 3100 Equi pnent, etc.).

Refer to OWMB Circular No. A-12 Revised for additional
detail ed expl anati on.
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Most Commonly Used Project Nunbers

Proj ect Nunber and Title:

000 No Proj ect

01B General Purpose Unit #1

01D Oisville Housing #1

010 CPO Seattle #1

011 CPO Seattle #2

02B General Purpose Unit #2

03B General Purpose Unit #3

04A Staff Housing Units

04B General Purpose Unit #4

05A Food Service Training Center
05B General Purpose Unit #5

06B General Purpose Unit #6

07A Intro to Correctional Techni ques
07B General Purpose Unit #7

08A Advanced Correctional Techni ques
08B General Purpose Unit #8

09A Food Service Skills Program
09B CGeneral Purpose Unit #9

10A Food Service Adm nistration
10B General Purpose Unit #10
11A PA' s Trai ni ng Program

11B General Purpose Unit #11

110 CPO Bost on



111 CPO Hartford

12A DAP D Unit Lonpoc



Chapt er

Proj ect Nunber and Title:

12C
13A
13B
14B
15B
16B
17B
18B
19B
20B
21B
210
213
215
22B
23B
24B
25B
26B
27B
28B
29B
30B

31B

Canadi an American Prisoner Exchange
Lonmpoc DAOP Uni t

Ceneral Purpose Unit #13
Ceneral Purpose Unit #14
Ceneral Purpose Unit #15
Ceneral Purpose Unit #16
Ceneral Purpose Unit #17
Ceneral Purpose Unit #18
General Purpose Unit #19
Ceneral Purpose Unit #20
Drug Abuse Unit #2

CPO Br ookl yn

CPO Phi | adel phi a/Bal ti nore
CPO New York City

Narcotic Addiction Unit #1
Al coholic Treatnent Unit
Wman's Unit #1

Conpr ehensi ve Health Unit
Therapeutic Conmunities Unit
Co- Educational Unit

Canp Unit #1

Fam |y Counselling Unit (Married Men)

P.S. 2000. 02
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Community Prograns Unit (Wrk/ Study Rel ease)

Forensic Psychiatric Unit



310 CPO Bal tinore #1
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Project Nunmber and Title

311
312
313
32B
33B
34B
35B
35C
36B
37B
38B
39A
39B
40A
40B
400
41A
41B
41C
410
411
412
413

414

CPO Bal ti nore #2

CPO Pi ttsburgh

CPO Ri chnond

Sent enced Psychiatric Unit
Maxi mum Security/ Contr ol
Recei vi ng/ Organi zation Unit
Pre- Rel ease Unit

Bur eau Bus Qperation
Narcotic Addiction Unit #2
Narcotic Addition Unit #3
Narcotic Addiction Unit #4
Conmput er Booki ng System
Narcotic Addiction Unit #5
Project One MIIlion Education
Narcotic Addiction Unit #6
Regional Director Atlanta
Cat holi c Religious Act

Canmp Unit #2

Vocati onal Food Service Training Oxford
CPO Atl anta

CPO Ol ando #1

CPO Louisville

CPO Ol ando #2

CPO Mont gonery

P.S. 2000. 02
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415 CPO Ral ei gh



Chapt er

Proj ect Nunber and Title:

416
417
419
42A
42B
43A
43B
43C
44B
45B
46B
46C
47B
48B
500
510
511
512
513
514
515
516
517

518

CPO O | ando #3

CPO Col unbi a

CPO Nashville

Protestant Religious Activity
Canmp Unit #3

| nmat e Bus Transfers

Canp Unit #4

Bureau Land Mgnmt Airlift Pris
Canmp Unit #5

Canmp Unit #6

Wnen's Unit #2

Bureau Airlift Operations
Drug Abuse Unit #2
Hospital Unit

Reg Adm CP Kansas City
CPO M nneapol i s

CPO Chi cago MCC

CPO Cincinnat i

CPO d evel and

CPO Detroit

CPO I ndi anapol i s

CPO Madi son

CPO St. Louis

CPO Chi cago

P.S. 2000. 02
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Project Nunmber and Title

56A Menni nger Contract Springfield
57C Panama Pri soner Exchange

600 Regi onal Director Dall as

61F Medi cal / Sur gi cal Springfield
610 CPO Dal | as, Texas

611 CPO Dal | as

612 CPO ElI Paso

613 CPO Houston, Texas

614 CPO New Ol eans

616 CPO San Antonio

62F Psychiatric Springfield

63F General Popul ation Springfield
7AW Dismas St Louis M

710 CPO Omaha

711 CPO Kansas City

73C Haitian Alien

750 CTC Kansas City

76C Cl ose USP Atl anta

80C Cuban Aliens

81A Mexi can- Aneri can Prisoner Exchange
810 CPO Bi smar ck

811 CPO Denver

812 CPO Salt Lake Gty

813 CPO Billings, Montana

P.S. 2000. 02
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Project Nunmber and Title

814 Speci al Project Oficer

84A SCRO M I k Transfer

85C | daho State Prisoners

86C | rani an Students

89C Ft Chaffee Ark Cubans

90A Air Charter Transfers WRO
900 Regi onal Director San Francisco
910 CPO Phoeni x

911 CPO Los Angel es #1

912 CPO Los Angel es #2

913 CPO Sant a Bar bar a

914 CPO Sacranento #1

915 CPO Sacranento #2

916 CPO Denver

917 CPO San Franci sco

918 CPO Los Angel es #3

920 CPM Los Angeles, California

99C Central Ofice and Regional Ofice Reserve (bligations
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43 -Interest and Dividends - Conprises the amount of interest
owed or dividend decl ared by agenci es.

4301 - Interest Charges. Amounts paid for interest penalties
resulting fromlate paynents to vendors.

4302 - Fl oat Charge. Amounts paid to Draft Paynment System
Contractors for interest.
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CHAPTER 10440 - TRANSFER OF COSTS AT THE SAME | NSTI TUTI ON

a. Purpose. The purpose of Chapter 10440 is to set forth the
procedures to followin the transfer of costs from one cost
center, P.MS., or project to another cost center, P.MS., or
project for certain types of purchased itens used at the sane
institution or facility.

b. Definition and Exanples of Itens Commonly Used. 1In certain
cases, the sane type of itemis used by nore than one cost
center, P.M, or project at the sane institution. Exanples of
such itens commonly used are gasoline and enpl oyee work cl ot hi ng.

C. Procurenment and Fi nancing or Funding of Commonly Used Itens.
When any type of "comon use" itemis procured, it is to be
financed or "funded" by the cost center that uses the |argest
guantity or anount.

d. Transfers of Costs When Used in the Billing Process to the
"Using" Cost Center, P.MS., or Projects. Costs ny be assigned
or charged to the cost center, P.MS., and project that
ultimately uses or consunes itens procured. Accordingly, in each
i nstance when a cost center, P.MS., or project receives and uses
materials or supplies that were purchased and funded by a
different cost center, P.MS., or project only a transfer of cost
may be made. These costs (office and sanitation supplies,
utilities, gasoline, etc.) may be transferred at the Controller's
di scretion. An Exanple of such a transfer is listed bel ow

Gasol i ne has been funded and purchased by cost center 336 Motor
Pool, P.MS.-665 bulk Supplies. Sone of this gasoline is now
going to be used by cost center 334 - Construction and Mechani cal
Services for P.MS. -627, G ounds Miintenance. The cost of this
gasoline could be transferred fromcost center 336, P.MS. -665
to cost center 334, P.MS. -627.

e. Procedures for the Transfer of Costs within the Sane
| nstitution.

1. The Accounting Form 1, Stores Requisition, Invoice and
Transfer Receipt, nmust be used to record and support transfers of
costs. For storeroom Stock itenms issued fromthe warehouse, the
war ehouseman nust prepare and forward the formto the accounting
supervi sor when the issue is made to the "using" cost center
P.MS., or project. For itenms issued directly by the cost center



that procured the item the cost center manager that procured and
issued the itemis responsible for preparing and forwarding the

Accounting Form 1 to the accounting supervisor when the issue is
made.
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2. Upon receiving an Accounting Form 1 for the transfer of
costs, the accounting supervisor nust prepare a "M scel |l aneous
Transactions" form (BP-ACCTG 122) and enter an 05 transaction
code into the systemto transfer costs.

For the cost center, P.MS., or project that purchases and
i ssues any item the accounting classification and the anount
must be shown on the "M scel | aneous Transactions"” form and
entered into the conputerized system For the cost center,
P.MS. or project that receives and uses any itemthat was
initially purchased by another cost center, P.MS, or project,
the accounting classification and the amount with a "m nus" (-)
sign after it nust be shown on the "M scel | aneous Transacti ons"
formand entered into the conputerized system

(NOTE: The 05 transaction code generates entries
automatically to certain general |edger accounts and to "APPLI ED
COST" columm of the conputer printed costs reports -- refer to
Program St at enent 2000. 02, Chapter 10518).

f.Procedures for the Transfer of Funds when Salaries and Expenses
Appropriation Materials are Used in a Buildings and Facilities
Project. Wlen it beconmes necessary to draw materials from

Sal ari es and Expenses (S&E) stock for use in a Buildings and
Facilities (B&F) project, the B&F appropriation will be required
to refund the S&E appropriation. The chief, mechanical services
must ensure that an Accounting Form 1 (storehouse requisition and
institutional invoice) is prepared to support each requisition of
S&E materials and forward to the accounting supervisor.

Accounti ng Procedures at the Institution

The Accounting Supervisor shall prepare and enter into the
conputerized systema plus (+) 02 transaction to record the

di sbursenent fromthe B&F appropriation (15X1003) and a m nus (-)
02 transaction to record the collection to the S&E appropriation
(15_1060) for the anobunt indicated on the AF-1. A journal
voucher (SF-1017-G nust be prepared to support and explain the
nature of the transaction and shall indicate the AF-1 reference
nunber. This transaction nmust also be included on the SF-224
(Statenment of Transactions).

Care shall be exercised to ensure that the S&E refund is applied
to the fiscal year in which the specific stock itemwas funded.
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CHAPTER 10441 - STANDARD LEVEL USER CHARGES

a. Pur pose. The purpose of Chapter 10441 is to set forth the
procedures to followin the transfer of costs for space rented
under the Ceneral Services Adm nistration (GSA) Standard Level
User Charges (SLUC) systemfromthe Central Ofice to

i nstitutions.

b. Expl anation. Under the Standard Level User Charges (SLUC)
system (reference: Federal Property Managenment Regul ations, Part
101-21.2 through Part 101-21.6) and the Sinplified

I ntra-governmental Billing and Coll ection (SIBAC) system
(reference: Treasury Fiscal Requirenments Manual, Part VI, Chapter
5000), the General Services Admnistration (GSA) bills and the
Central Ofice pays for all space acquired through GSA under the
SLUC system In order to have nore accurate cost accounting
these costs for the rental of space procured through GSA nust be
transferred as "unfunded costs" to each institution that actually
uses the space.

Accounting Procedures at the Central Ofice. The di sbursement
for SLUC is charged to the Central Ofice (allotnment code 100)
each fiscal quarter

The Chi ef, Property Managenent and Procurenent nust have the
charges reviewed and a listing prepared of SLUC costs to be
transferred to individual institutions and activities as unfunded
costs.

The listing nust identify the individual facility, the amount to
be charged and the period for which the charge applies and the
accounting station that perforns the accounting for the facility.

The Chi ef, Financial Managenment forwards a copy of the listing to
the controller at each accounting station and to the Chief,
Accounting Operations at the Bureau.

Accounting Operations, Central Ofice, nust have an 08
transaction code entered into the conputerized accounting system
This 08 transaction code entry nust contain the foll ow ng

el ements in the accounting classification code:

Appr op. Al l ot. DU C.C PMB Proj . Sub- Qoj ect

Sal aries 100 X 322 571 000 3904
&




Expenses
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In addition, this 08 transaction code entry nust show a "m nus"
sign follow ng the amount of charges to be transferred to
institutions to affect accounts as foll ow

610.2 - Transfer, Non-Capitalized Property Dr.
W t hout Rei nmbur senent

880.0 - Costs, Donated or Self-Produced Cr.

948.0 - Space Rental Cost, Transfers to Institutions Dr.

998.0 - Transfer of Space Rental Costs - Control Cr.

Accounti ng Procedures at the Institutions

The controller at each accounting station shown on the listing
must have an 08 transaction code entered for each rental
facility. This 08 transaction code entry nust contain the
followng elements of the accounting classification code:

1. The proper fiscal year Sal aries and Expenses
Appropriation code.

2. Decision Unit M
3. Sub-object classification 3904.

The el enments of the accounting classification code for the proper
al |l ot nent code, cost center, P.MS. and project nust be

determ ned by the staff at the institution. Also, this 08
transacti on code nust show a "plus" sign follow ng the anbunt to
af fect accounts as foll ows:

880.0 - Costs, Donated or self-Produced
610.2 - Transfer, Non-Capitalized Property
Wt hout Rei nbursenents

998.0 - Transfer of Space Rental Costs - Control
948.0 - Space Rental Costs, Transfer to
I nstitutions

° 2 QR

Monitor and Control at the Bureau

The Chi ef, Accounting Operations nust have the account bal ances
in accounts 948.0 and 998.0 nonitored to determne that entries
to transfer costs for rental space have been made for both the
Central Ofice and each institution (allotnent code).
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CHAPTER 10445 - COST ADJUSTMENTS

F. All itenms received are charged directly to costs. At the

cl ose of each quarter, the value of itens remaining in inventory
shal | be subtracted fromcosts and recorded in the appropriate
general |edger inventory account. |In order to acconplish this, a
physi cal inventory nust be taken and cost price conputed by
appropriation, cost center, and sub-object. The physi cal
inventory cost calculation is used as a basis for preparing
either a 05 transaction to establish inventory or a 35
transaction to establish inventory of donated itens in stock.

The S&E cost inventories will remain in the general |edger
inventory account until the end of the next quarter when they are
adjusted to reflect the new inventory bal ance. Conm ssary

i nventories should be reversed at the beginning of the next
quarter.
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PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10400 - COST ACCOUNTI NG
CHAPTER 10446 - DONATED FOOD | TEMs - COMMCODI TY CREDI T CORPORATI ON

a. Purpose. This chapter sets forth the procedures to record
certain food itens donated by the Commodity Credit Corporation in
t he general and cost | edgers.

b. Explanation. An agreenent dated February 4, 1977, between
the Commodity Credit Corporation (Departnment of Agriculture) and
the Bureau of Prisons has nade avail able certain food itens
donated by the Comodity Credit Corporation. In order to have
nore accurate cost accounting, the current nmarket val ue of these
donated itens nust be recorded in the general and cost | edgers.

c. Accounting Procedures at the Institution. The Accounting
Supervi sor at each institution, upon receipt of the donated
receiving report, nust prepare and enter into FVM5 an 08
transaction code using the proper 19-digit classification code to
automatically affect general |edger accounts as foll ows:

880.0 - Costs, Donated, or Self-Produced Dr .

610.2 - Transfer, Non-Capitalized Property
W t hout Rei nbur senent Cr.

In addition to the general |edger account entries, the 08
transaction code automatically generates an entry to the unfunded
cost colum in the cost |edger. *
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CHAPTER 10450 - ACCRUED COSTS

Costs nust be accrued in the sane period in which the goods or
services are received. Under the automated accounting system
nost costs wll be entered automatically when the receipt or
paynment of the obligation is recorded in the allotnent |edger.
Non- f unded costs do not affect the allotnent |edger; therefore,
these costs be entered directly to the cost |edgers. The
non-funded costs wll be entered via the 06 transaction
(depreciation), 07 transaction (leave accruals) and 08
transacti on (donated goods).

(NOTE: Leave accruals will be entered into the costs accounts
directly and automatically fromthe payroll section. [Institution
personnel will not have to conpute this cost.)
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CHAPTER 10455 - FARM PRODUCED PRODUCTS

Val uation shall be placed on farm produced products consuned in
the producing institution and consuned in other institutions in
accordance with the quarterly operations nmenorandum ( Farm Product
Price) issued by the Medical and Service Division. Wen farm
produced products are consunmed in the producing institution, the
institution food service adm nistrator shall forward to the
accounting supervisor an Accounting Form 1 detailing each
purchase of farm products. This docunment will be used to prepare
a journal voucher to support the entries into FMS recording the
di sbursenent from cost center 332 and the collection to 333 or
359 as appropriate. Wien the producing institution has agreed to
supply farm products to another institution, prescribed

pur chasi ng procedures shall be foll owed and subsequent billing
acconpl i shed via the SF-1080 process.
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BUREAU OF PRI SONS
WASHI NGTON, D. C.

PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

TITLE

Statenment of Accounting Principles and Standards
Pur pose of Chart of Accounts and General Ledger
Characteristics of Accounts

Description of Conputerized Ledgers and
Transacti on Codes

Titles and Identifications Codes of the Chart of
Account s

Description of General Ledger Accounts

Aut hority and Responsibility for Mintaining
Accounting Operations

Proof - Checks and Certifications of General Ledger
Account s

Accounts Recei vabl e

Billing and Accounting for Mintaining Prisoners
of Ot hers

Rei mbur senent for Fire Fighting and Betternent
Wor k

Pur pose and Definitions of Refunds and
Rei nbur senent s

Types of Refunds and Rei nbursenents
Accounting for Refunds

Managenment Control and Accounting for Al Types of
Rei mbur senent s

Accounting for Annual Rei nbursenents



10585 Rei nbursenents - Proceeds fromthe Sal e of
Personal Property to be Used for Purchase of
Repl acenent Property
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10586 Debt Managenent

10587 Tort C ains *

10588 Meal Tickets

10589 Debit Card Meal Ticket Program

10595 Accounting for Advance | nmate Performance Pay from
UNI COR

10596 Rewards for Capture of Escaped Federal Prisoners

10597 Enpl oyee Wel | ness Program
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PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG POLI CI ES AND PROCEDURES
CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES
CHAPTER 10500 - STATEMENT OF ACCOUNTI NG PRI NCI PLES AND STANDARDS

a. Pur pose. This chapter sets forth the basic accounting
principles, standards, and related requirenents to which the
accounting systemof the Bureau of Prisons will conform This is
prescribed by the Conptroller General of the United States and is
in accordance with the policies and procedures of the Departnent
of Justice, as approved by the General Accounting Ofice. The
principles, standards, and rel ated requirenents described in the
Ceneral Accounting Ofice Policies and Procedures Manual for

Gui dance of Federal Agencies will be used to supplenent this
manual .

b. Basi c Principles

1. Resources of each separate fund and appropriation wl|
be applied only to the purposes authorized by |aw or pursuant to
| aw.

2. Al lotnment, cost, and other financial data will be
provi ded for planning, progranm ng, budgeting, controlling, and
reporting of Bureau of Prisons operations to Congress and ot her
regul at ory agenci es.

3. Progranm ng, budgeting, reporting, and accounting
classifications will be consistent with one anot her and
synchroni zed with the Bureau of Prisons organizational structure.

4. Compl ete and reliable records for the Bureau of Prisons
resources and operations will be provided. Such records wll
include all funds, property, and other assets, as well as
liabilities and obligations, receipts and revenues, expenditures,
di sbursenents, and costs.

5. Fi nanci al transactions will be adequately supported
wi th pertinent docunents available for audit. All transactions
W ll be recorded so that they can be readily traced fromthe
originating docunents to sunmary records and financial reports.

6. All transactions occurring during an accounting period
wll be recorded in the accounts for the period and their effect
included in the financial reports. However, due consideration
will be given to the materiality and relative significance in
all ocating cost and incone and in conputing itens where estimates
have to be enpl oyed.



7. Advances and pre-paynents for travel, construction
contracts, grants, and other purposes will be recorded as assets.
When performance occurs, the accrued expenditure shall be
recorded and the asset account reduced accordingly.



P.S. 2000. 02
Chapt er 10505
Page 2
15 Oct 1986

8. Maj or equi pnent and fi xed assets whet her purchased or
donated will be capitalized. Trade and cash discounts wll be
deducted and original transportation costs will be included.

9. Physical inventories of capitalized equipnment will be
taken at |east annually and verified to the control accounts.
Di screpancies wll be investigated and appropriate adjustnents
made in the accounting records after proper approval.

10. Depreciation will be recorded on all capitalized
assets.

11. Internal controls will be maintained by separation of
duti es anong enpl oyees so that all elenents of a transaction wll
not be handl ed by one person.

12. Financial reports wll be prepared fromthe accounting
records pronptly after the close of the accounting period to
provi de accurate information for managenent and for other
regul at ory agenci es.
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PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES
CHAPTER 10514 - PURPOSE OF CHART OF ACCOUNTS AND GENERAL LEDGER

a. Purpose The purpose of Chapter 10514 is to provide an
i ntroductory explanation of the Chart of Accounts that conprises
t he General Ledger of the Bureau of Prisons.

b. Cener al An account is a record of the nonetary aspects of
transactions or events which are identical or simlar in nature
and type. Each account is classified as a control or sunmary
account or as a sub-account which is subsidiary to the control or
summary account.

C. Chart of Accounts A conplete set of control or summary
accounts and sub-accounts is referred to as a Chart of Accounts.
The Chart of Accounts for the Bureau of Prisons in Chapter 10520
has been devel oped in accordance with principles of
classification generally applicable to accepted accounti ng
practices, including double-entry bookkeepi ng techni ques.

The structure of accounts represents an integrated system of
proprietary, budgetary, and cost accounts in order to provide an
adequate accounting for all resources, liabilities, obligations,
di sbursenents, revenues, and costs.

Entries to accounts are made on the accrual basis.

d. Uniformty of Accounts In the conputerized accounting
system of the Bureau of Prisons, uniform subsidiary and control
or summary accounts are prescribed and nmaintained in order to
account properly for changes in assets, liabilities, and the

i nvestnment of the government that results fromthe incurrence of
obl i gations, accrued expenditures and costs; the earning of
revenues; the receipt and disbursenent of cash and all other
financial transactions that occur under the appropriations and
funds entrusted to the Bureau. Distinct accounts and separate

| edgers are produced for each accounting entity Appropriation or
fund).

e. oj ective of Uniform Accounts Use of the uniformchart of
accounts provides the standardi zed cl assifications necessary to
accunmul ate financial information and to report on the operating
results and financial status of each accounting entity for each
institution and consolidated reports for the Bureau.
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Chapter 10516 - CHARACTERI STI CS OF ACCOUNTS

a. Pur pose The purpose of Chapter 10516 is to present the
pertinent characteristics of the accounts and the major divisions
of the chart of accounts utilized in the accounting system of the
Bureau of Prisons.

b. Account Il dentification Each account is used to accunul ate
specific nonetary information and is assigned a distinct title to
reflect the information in the account and a nuneric code
consisting of four digits.

Each account serves as either a sub-account or as a
controlling sunmary account.

Under the account identification nuneric code, each contro
or summary accounts ends in "0". Each subsidiary or sub-account
ends in sone digit other than "0".

C. Division of the Chart of Accounts The Chart of Accounts is
arranged into major divisions as foll ows:

MAJOR DI VI SI ONS CODE/ SERI ES
1. Asset s

Current Assets 100.0 - 199.9

Fi xed Assets 200.0 - 299.9

2. Liabilities

Current Liabilities 400.0 - 499.9
Oher Liabilities & Credits 500.0 - 599.9
3. Equity
| nvestnent in U S. Governnent &
Net Worth 600.0 - 629.9
4. Budget ary 631.0 - 699.9
5. | ncone 700.0 - 799.9
6. Expendi tures and Funded Costs 800.0 - 879.9
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MAJOR DI VI SI ONS CCODE/ SERI ES
7. Unf unded Cost s 880.0 - 899.9

8. Menor anda and Statistical Accounts 900.0 - 999.9

d. Expl anati on of Mjor Divisions

Foll ow ng are definitions or explanations of the major
di vi sions of accounts:

1. Asset s

Assets reflect the nonetary val ue of property which the
Bureau owns. The asset accounts include any fund bal ances with
the U S. Departnent of the Treasury, receivables, other current
assets and fixed assets. Asset accounts are bal ance sheet or
real accounts as distinguished fromoperating i nconme and expense
accounts which are nom nal accounts.

2. Liabilities Liabilities represent the indebtedness
of the Bureau for goods or services received. In other words,
liability accounts show the anobunts owed by the Bureau. These
accounts are bal ance sheet or real accounts and are classified as
current liabilities and other liabilities.

3. Equity These accounts reflect the invested capital
and net worth status of the Bureau.

4. Budget ary Budgetary accounts are utilized to control
and account for appropriations or funds nade available to the
Bureau. Appropriated funds are controlled through these
budgetary accounts fromthe receipt of the warrant or continui ng
resol ution through each step culmnating in an expenditure. The
status of allotnments issued to institutions is nonitored and
controlled by utilizing conputer produced all otnent status
reports.

5. | nconme | ncome accounts reflect the anobunts earned
for each appropriation or fund (accounting entity). |ncone
accounts are nom nal accounts which are transferred or closed to
appropriate equity accounts at the end of each fiscal year.

6- 7. Funded and Unfunded Costs A cost is the nonetary
val ue of resources used or consunmed in conducting operations. In
t he conputerized accounting system of the Bureau, both funded and
unfunded costs are identified and accounted for.
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Funded costs are the nonetary val ue of resources used for
whi ch the Bureau has paid or is obligated to pay an anmount of its
appropriated funds for the current accounting period. Unfunded
costs are costs for which the Bureau did not pay an anmount of its
appropriated funds in the current year of operation.

8. Menoranda and Statistical Accounts These accounts are used
to accunmul ate statistical information and are not a part of the
of ficial general |edger accounts. These accounts are offsetting
and sel f - bal anci ng.
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Chapter 10520 - TITLES AND | DENTI FI CATI ON CODES OF THE CHART OF
ACCOUNTS

a. Pur pose. The purpose of Chapter 10520 is to present a
listing of each proprietary, budgetary and operating account for
each appropriation or fund.

The listing shows the accounts by major classification, the
account identification code nunber, the account title, the
appropriation or fund general |edger set of accounts in which
each account is included (by Chart of Account appropriation code
nunmber as expl ai ned bel ow) and whether a debit or credit bal ance
usually is carried in the account.
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Chapt er

APPROPRI ATI ON CODES

(USED I N THE LI STI NGS THAT FOLLOWS)

| DENTI TY OF EACH FUND OR APPRCPRI ATI ON

TYPE OF APPROPRI ATI ON
OR FUND

NUR
USE
LI

15-1060 Sal ari es and Expenses
Appropriation, Bureau of Prisons
15X1003 Bui | di ngs and
Facilities Appropriation, Federal

Prison System

15X1004 Nati onal Institute of

Corrections

15X8408 Comm ssary Funds,
Federal Prison
20X1807 Ref und and Moni es

Erroneously Recei ved and Covered

15F3875( 10) Budget d earing

Account, Suspense, Bureau of Prisons
15F0101( 10) Federal | nconme Taxes
W t hhel d

15X6275( 10) State | ncone Taxes
W t hhel d

15X6085 Funds of Federal
Prisoners (T)

15X6875( 10) Suspense, Bureau of
Pri sons

20X6133 Paynent of Uncl ai ned
Moneys

151060 and ot her 6-digit code synbols
of M scel | aneous Recei pt Accounts

General Fund Appropriation

General Fund Appropriation

General Fund Appropriation
Trust Fund

CGeneral Fund Appropriation
Deposit Fund
Deposit Fund
Deposit Fund
Deposit Fund
Deposit Fund
Deposit Fund

M scel | aneous Receipts

NN

NN

NN

NN

NN

NN
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CHART OF ACCOUNTS

ACCOUNT APPROPRI ATI ON CODES
NCORIVAL
NUVBER ACCOUNT TI TLE 123456 BALANCE
CURRENT ASSETS ASSETS
110.0 Fund bal ances with X Dr.
the U S. Treasury
110.1 Appropriation Warrants X Dr.
110. 2 Col | ecti ons X Dr.
110. 3 Net Di sbursenents X Cr.
(Di sbursenents | ess
refunds and
rei mbursenents)
110. 4 Net Di sbursenents X X X Cr.
(G her Disbursing
O fices) Non-Payroll X X Cr.
110.5 Net Di sbursenents X X Cr.
(G her Disbursing
O fices) Payrol
110.6 Fund Bal ances, Prior X Dr.
Year Carryover
110.7 Deposits - Budget Dr.
Cl eari ng Account
110.8 Non- Expendi t ure X Dr.
Transfers - Net
110.9 Di sbursenents, Draft X Cr.
Paynent s
115.0 Undeposited Coll ections X X Dr .
- Summary
115.1 Undeposited Col | ections
- Affecting Net D sbursenments (Public) X Dr.
115. 2 Undeposited Col | ections
- Affecting Net D sbursenents
(Gover nnent) X Dr .



115. 3 Undeposited Col | ections
- Budget Cearing Account (Public)
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CHART OF ACCOUNTS
ACCOUNT APPROPRI ATI ON CODES
NCORIVAL
NUVBER ACCOUNT TI TLE 123456 BALANCE
115. 4 Undeposi ted Col | ecti ons- Budget X Dr .
Cl earing Account (Governnent)
115.7 Undeposited Col | ecti ons- X Dr .
Affecting M scel |l aneous Receipts (Public)
115.8 Undeposited Col |l ections - X Dr .
Affecting M scel |l aneous Recei pts (Governnent)
116. 0 Draft Paynents in Transit X X Cr.
120.0 | nprest Funds with Cashiers X Dr.
130.0 Account s Recei vabl e - X Dr.
Appropriation Rei nbursenment (Summary)
130.1 Account s Recei vabl e - X Dr.
Appropriation Rei nbursenent (Public)
130. 2 Account s Recei vabl e - X Dr.
Appropriation Rei mbursenent (Governnent)
131.0 Account s Recei vabl e - X Dr.
Unbi | | ed Appropriation Rei mbursenment (Summary)
131.1 Accounts Receivabl e - X Dr.
Unbi | I ed Appropriation Rei nbursenent (Public)
131.2 Accounts Receivabl e - X Dr.
Unbi | | ed Appropriation Rei nbursenent (Governnent)
135.0 Account s Recei vabl e - X Dr.
Appropriation Refund (Sunmary)
135.1 Account s Recei vabl e - X Dr.

Appropriation Refund (Public)
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135.2 Accounts Recei vabl e - X Dr .
Appropriation Refund (Government)
135. 3 Accounts Recei vabl e - X Dr .
M sc. Income (Public)
139.0 Accounts Recei vabl e - X X Dr.
Q her (Summary)
139.1 Accounts Recei vabl e - X X Dr.
O her (Public)
139. 2 Accounts Receivable-Gher X X Dr .
(Gover nnent)
140.0 Loans Recei vabl e- Summary X Dr .
140. 1 Loans Recei vabl e - X Dr.
Wrk & Study Rel ease
140. 2 Loans Recei vabl e - X Dr.
| nmat e Rel ease
141. 0 Al |l owance for Bad Debt - X Cr.
Summary
141. 1 Al |l owance for Bad Debt - X Cr.
Accounts Recei vabl e
141. 2 Al |l owance for Bad Debt - X Cr.
Loans Recei vabl e
142. 0 Accrued | nterest Receivable X Dr .
160. 0 Ret ai ned Ear ni ngs X Dr.
Di stribution - Supplies
161.0 | nvent ory- St ores, X Dr.
General Purchases
162. 0 | nventory-Stores, Donated or Self X
Dr .

Pr oduced



163. 0 | nvent ory- Far m Li vest ock

Dr.
164. 0 | nventory - Summary
Dr.
164. 1 | nventory - General Purpose

Dr.
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164. 2 | nventory - Special Purpose X Dr.
164. 3 | nventory - Hobby Craft X Dr.
164. 4 | nventory - Postage Stanps X Dr.
164.5 | nventory - Coins X Dr.
170.0 Advances to other Fed Agencies X Dr .
172.0 Al'l ocations to other Fed Agencies X Dr.
175.0 Advances to Ot hers X Dr.
180.0 Travel Advances X Dr.
185.1 Prepai d Expense - Public X Dr.
185. 2 Prepai d Expense - Gover nnent X Dr.
186.0 Undi stri but ed Charges X Dr .
190. 0 Construction - Wrk in Progress X Dr.
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ACCOUNT APPROPRI ATl ON
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NUVBER ACCOUNT TI TLE 123456 BALANCE
Fl XED ASSETS ASSETS
210.0 Land X Dr.
211.0 Bui | di ngs (Sunmary) X Dr.
211.1 Bui | di ngs X Dr.
211. 2 Capital |nprovenents X Dr.
Bui | di ngs
212.0 O her Structures X Dr.
& Facilities
(Summary)
212.1 O her Structures & Facilities X
212. 2 Capital |nprovenents O her X Dr.
Structures & Facilities
213.0 Leasehol d | nprovenents X Dr.
(Summary)
213.1 Leasehol d | nprovenents X Dr.
215.0 Equi prent  ( Sunmary) X Dr.
215.1 Equi prent X Dr.
215.3 Li vestock/ Breeding and Diary X Dr.
216.0 | mprovenents and Equi prnent X Dr.

Due
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221.0 Accunul at ed Depreciation - X Cr.
Bui | di ng ( Summary)

221.1 Accunul at ed Depreciation - X Cr.
Bui | di ng

221. 2 Accunul at ed Depreciation - X Cr.
Capital I nprovenents Buil ding

222.0 Accunul at ed Depreciation - O her X Cr.
Structures and Facilities (Sumrary)

222.1 Accunul at ed Depreciation - O her X Cr.
Structures and Facilities

222.2 Accurnul at ed Depreci ation -
Capital |nprovenents O her X Cr.
Structures and Facilities

223.0 Accurul at ed Depreci ation - X Cr.
Leasehol d | nprovenents (Sumary)

223.1 Accunul at ed Depreciation - X Cr.
Leasehol d | nprovenents

225.0 Accumul at ed Depreci ation - X Cr.
Equi prent  ( Sunmary)

225.1 Accunul at ed Depreciation - X Cr.
Equi prent

225. 3 Accurul at ed Depreci ation - X Cr.

Li vest ock/ Breedi ng and Dairy
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CURRENT LI ABILITIES LIABI LI TIES

410.0 Al | ocations from ot her X Cr.
Federal Agencies

411.0 Advances from ot her X Cr.
Federal Agencies

420.0 Accounts Payabl e and X Cr.
Accrual s (Sunmary)

420.1 Account s Payabl e and X Cr.
Accrual s (Public)

420. 2 Account s Payabl e X Cr.
and Accrual s (Governnent)

430.0 Liability for XX X Cr.
Undeposited Col | ections (Sunmary)

430. 1 Liability for XX X Cr.
Undeposited Col | ections
(Public)

430. 2 Liability for XX X Cr.
Undeposited Col | ections
(Gover nnent)

450. 0 Liability for Deposit X Cr.
Funds ( Sunmary)

450. 1 Deposit Funds - X Cr.
| nmat e Moni es

450. 3 Deposit Funds - X Cr.
| ncome Taxes

450. 5 Deposit Funds - X Cr.
Contract Bids X Cr.

450. 6 Deposit Funds - X Cr.

Sal e of Personal



Property - Prior Year

450. 7 Deposit Funds - Sal e
of Persona
Property - Current Year
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450. 8 Deposit Funds - Innate X Cr.

Per f or mance Pay
450. 9 Deposit Funds - O her X Cr.
460. 0 I nstal | mrent Purchase LandX Cr.
461. 0 I nstal | ment Purchase Buil di ngs X Cr.
462. 0 I nstal | nrent Purchase O her X Cr.

Structures and Facilities
465. 0 I nstal | mrent Purchase Equi pnent X Cr.
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OTHER LI ABILITIES AND CREDI TS
510.0 Liability for Accrued X Cr.
Leave - Sunmary

510.1 Liability for Accrued X Cr.
Annual Leave

510. 2 Liability for Annual X Cr.
Leave - Transfer In

510. 3 Liability for Annual X Dr.
Leave - Transfer Qut

510. 4 Liability for Conpensatory Cr.
Leave

510.5 Liability for O her TypesX Cr.

of Leave
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| NVESTMENT I N U. S.
GOVERNVENT EQUI TY
AND NET WORTH
610. 0 | nvest ed and Donat ed X Cr.
Capital - Summary
610.1 Leave Liability Assunmed X Dr.
610. 2 Transfer Non-capitalized X Cr.
Property Wt hout
Rei mbur senment
610. 3 Transfer Capitalized X Cr.
Property Wt h-out
Rei mbur senment
610. 6 Book Value - Capitalized X Cr.
Asset
610. 9 Net Operating Results XX X Cr.
611.0 Ret ai ned Earnings - Sunmary X Cr.
611.1 Ret ai ned Earnings - Prior X Cr.
Year Adjustnents
611. 2 Ret ai ned Earnings - Current X Cr.
Year
611. 3 Ret ai ned Earnings - Prior X Cr.
Year Carryover
611. 4 Ret ai ned Earni ngs - Reserve X Cr.
for Distribution
611.5 Ret ai ned Ear ni ngs - X Cr.

Adm ni strative Reserve
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BUDGETARY
631. 0 Esti mat ed Appropriation X Dr.
Rei mbur senent
632.0 Rei mbur senents to Appropriation X Cr.
635. 0 Appropriation X Cr.
635. 1 Unapporti oned Appropriation X Cr.
635. 2 Appropriation Wthdrawal s X Dr.
635. 3 Appropriation Restoration X Cr.
635. 4 Excess Rei nmbursenents Earned X Cr.
640. 0 Reserved by O fice of Budget and X Cr.
Managenent
645. 0 Adm ni strative Reserve X Cr.
650. 0 Bureau - Unall oted Avail able Funds X Cr.
651. 0 Annual Budget X Dr.
652.0 Unobl i gat ed Bal ance X Cr.
653. 0 Accrued Expenditures X Cr.
654. 0 Budget Operating Results X Cr.
655. 0 Al'l ot ment Net X Cr.
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BUDGETARY EQUI TY

656. 0 Institutions & Regional Ofices X Dr .
Contra Allotnment from Bureau

659. 0 Resources on O der X Dr .

660. 0 Unl i qui dated Obligations - X Cr.
Undel i vered Orders

661. 0 Unl i qui dated Obligations - X Cr.
Undel i vered Al l ocati on Account

680. 0 Appropriations allocated to G her X Cr.
Federal Agencies

690. 0 Appropriations allocated from X Dr.

O her Federal Agencies
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| NCOVE EQUI TY

710.0 | ncone - Appropriation X Cr.
Rei nbur senent Summary

710.1 | ncome - Appropriation X Cr.
Rei mbur senent

711.0 | nconme - Trust Fund Sal es Summary X Cr.

711.1 | ncone - Ot her Sales X Cr.

711. 2 | ncone - Coin Sal es X Cr.

711.3 | ncone - Stanp Sal es X Cr.

712.0 | ncome - Vendi ng Machi nes X Cr.

713.0 | ncone - Interest Loans X Cr.

GENERAL FUND DEPQSI TS

730.0 | nconme, General Fund Receipts X Cr.

780.0 Unavai | abl e Recei pts Deposited X Dr .
(Summary)

780. 1 Unavai | abl e Recei pts Deposited X Dr .
- Omn Accounting Station

780. 2 Unavai | abl e Recei pts Deposited X Dr .
- O her Accounting Stations

EXPENDI TURES AND FUNDED COSTS

810.0 Accrued Expenditures - Summary X Dr .

810.1 Accrued Expenditures - Operation X Cr.

Cost s
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810. 2 Di scount Lost Dr.

811.0 Current Expenditures - Deferred - Cr.
Appl i ed (Sumary)

811.1 Current Expenditures - Stores Cr.
| nventory

811. 2 Current Expenditures - Capital Cr.
Pur chases

811.3 Current Expenditure - Lunp Sum Cr.
Retirement Paynment

811.4 Current Expenditure Capitalized Cr.
Property Donati on

812.0 Cost of Goods Sold Dr .

812.1 Costs of Goods Sold - General Dr .

812. 2 Cost of Goods Sold - Speci al Dr .
Pur pose

812.3 Cost of Goods Sold - Hobby Craft Dr .

812. 4 Costs of Goods Sold - Postage Dr .
St anps

812.5 Cost of Goods Sold - Coins Dr .

820.0 Accrued Capital Expenditure Dr .
(Summary)

820.1 Accrued Capital Expenditure Dr .
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UNFUNDED COSTS

880.0 Costs - Donated or Self Produced X Dr .
Food

881.0 Depreci ati on Expense (Sunmary) X Dr .

881.1 Depreci ati on - Equi pnent X Dr.

881. 2 Depreciation - Building X Dr.

881. 3 Depreciation - OQther Structures X Dr .
and Facilities

881. 4 Depreciation - Capital X Dr.
| mprovenents - Buil di ngs

881.5 Depreciation - Capital X Dr .
| nprovenents - Other Structures
& Bui | di ngs

881.7 Depreci ation - Leasehold X Dr .
| npr ovenent

881.8 Depreci ation - Livestock/Breeding X Dr .
and Dairy

882.0 Gain or Loss - Capitalized X Dr .
Property

884.0 Costs - Leave Summary X Dr.

884.1 Costs - Annual Leave X Dr.

884. 2 Costs - Conpensatory Leave X Dr.

884. 3 Costs - O her Types of Leave X Dr .
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UNFUNDED COSTS

884. 4 Costs - Annual Leave, Transfer In X Dr.

884.5 Costs - Annual Leave, Transfer Qut X Cr.

885.0 Paynment Uncl ai mred Money X Dr .

886. 0 D scounts Lost X Dr.

887.0 Bad Debt Expense X Dr .

890.0 Costs - Capitalized Donations X Dr .

891.0 Costs - Allocated Funds - O her X Dr .
Federal Agencies

901.0 | nventory Meal Ticketed Stock - X Dr.
Summary

901.1 | nventory Meal Ticketed - X Dr.
I nstitution

901. 2 | nventory Meal tickets - X Dr.
Bur eau Supply

921.0 | nmat e Savi ngs Bonds X Cr.

922.0 | nmat e Savi ngs Bonds Contr ol X Cr.

948. 0 Space Rental Costs Transfers to X Dr.
I nstitutions

951.0 Liability for Meal Tickets - X Cr.
Summary

951.1 Liability for Meal Tickets - X Cr.

| nstitution
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951. 2 Liability for Meal Tickets - X Cr.
Bur eau
955.0 Operating Plan Bal ance X Cr.
956. 0 Operating Plan Bal ance Contra X Dr .
960. 0 Comm ssary Sal es X Dr .
961.0 | nventory at Selling Price X Dr.
962. 0 Purchased Itens at Selling Price X Cr.
963. 0 Report of Survey X Dr .
964.0 | nventory Overage X Cr.
965. 0 | nvent ory Short age X Dr.
998.0 Transfer of Space Rental Costs X Cr.
- Contra
990.0 Account s Recei vabl e Unsent enced X Dr .

Pri soners Contro
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CIl ES AND PROCEDURES

Chapter 10545 - AUTHORITY AND RESPONSI BI LI TY FOR MAI NTAI NI NG
ACCOUNTI NG OPERATI ONS

1. Purpose. This chapter sets forth policy and gui delines for
mai nt ai ni ng and perform ng accounting operations under the
conputeri zed Financial Managenent System

2. Accounting Operations. GCenerally, day-to-day business
financial transactions, including the control of obligational
authority, placing orders for goods or services, disbursing and
receiving paynments, and related activities, take place at
institutions of the Bureau of Prisons. Accordingly, accounting
operations are perforned at the institutions (accounting
stations) by the accounting staff under direction of the
Controller.

3. Control of Accounting Operations. Authority and
responsibilities for perform ng accounting operations and

ot herwi se mai ntaining the operational aspects of the accounting
system are as outlined bel ow.

a. At the Central Ofice. The Director of the Bureau of
Prisons has ultimate authority and responsibility for the
accounting system

* The Assistant Director for Adm nistration has been del egated
the authority and the responsibility for the accounting
operations with further delegation to the Chief, Ofice of
Finance. The O fice of Finance serves as the central control
point for the nationw de operation of budget execution,
accounti ng managenent and operations and accounting systens.

Staff of the Accounting Policies and Procedures Section, Ofice
of Finance, develop the policies and procedures relating to
accounting. Also, staff of the Accounting Operations Section
monitor results of accounting operations wth both sections
providing direction, instructions, and assistance as deened
necessary, both to staff at Regional Ofices and institutions. *
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b. At the Regional Ofices. The Regional Director has been
del egated the authority and the responsibility for all operations
in the Region, including accounting operations.

The Regi onal Conptroller has the authority and is responsible for
ensuring that accounting functions and operations are perforned
pronptly and accurately at each institution and at each
accounting station in the region and for providing assistance in
overcom ng any problematic situations that mght arise in
accounting operations.

* Once each nonth, Regional Accountants shall review
conputerized FMS reports, Departnent of Treasury reports, and

pr oof - checks, including 100.69 automated proof-check reports, to
ensure accuracy and tineliness of accounting data with regard to
t he areas bel ow.

(1) Cash Managenent

(a) Review each facility's nonthly proof-check for
each appropriation to ensure that all receipts and di sbursenents
entered into the accounting systemare equal to the receipts and
di sbursenents as reported on the SF-224. Any reported
differences are to be fully explained and reconcil ed.

(b) Conpare current nonth's reconciliations to
previous nonth's reconciliations to ensure required corrections
have been nade. Review causes of errors to check for trends
and/ or recurring problens, and offer assistance to prevent future
pr obl ens.

(c) Review all reports of Statenents of Differences for
bot h deposits and di sbursenents to ensure tinmely correction.

(d) Review 100.46 Report, oligations by Sub-bject,
for obligations charged to sub-objects 2680, Di scounts Lost, and
4301, Interest Charges, to determ ne conpliance with the Pronpt
Paynment Act.

(e) Conpare General Ledger Account 110.5, Payrol
D sbursenents, against the DQJ-224 anmount reported on the proof-
check. Any and all differences shall be explained and
reconci | ed.

(f) Conpare cash balances in the general |edger to that
reported on the nonthly proof-check.
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(g) Review all cash verifications quarterly with enphasis
pl aced on the overages and shortages for principal and alternate
cashiers and the necessary docunentation to correct these errors.
Revi ew Section Il, Reinbursenent Vouchers Submtted, to ensure
that cash in the inprest fund is adequate to cover periodic
paynents. Review dates of the unannounced verifications to
ensure that are acconplished on a staggered basis.

(h) Keep a listing of Certifying Oficers in a pernmanent
file and update whenever there is a change of personnel.

(2) Receivables, Advances, Payables, and Undelivered O ders.

(a) Review each facility's proof-checks to ensure the
tape anounts reported on the proof-check for the subsidiary
records are equal to the anmount reported in the correspondi ng
general | edger account.

(b) Conpare the rei nbursenments receivables plus the
rei nmbursenents collected to the estimates to ensure validity of
t he esti mates.

(c) Review prior year receivabl es, payables, and
undel i vered orders to determ ne any questi onabl e anounts.

(3) Ceneral Review of FMS reports.

(a) Review FM5 Report 100.27, Prior Edit Errors and
CQut - of - Bal ance Batches, to ensure that batches not accepted are
corrected in a tinely manner.

(b) Review FM5 Report 100.29, Input Summary, Transactions
Processed (nonth), to determ ne the date each batch was processed
and the reject percentage. A large volune of data consistently
processed at the end of the nonth could indicate that data is not
being entered into FM5 in a tinely manner. Hi gh reject
percentages could indicate that additional training on data
preparation and entry is required.

(c) Review FM5 Report 100.35, M snatch Open Docunents
Error Listing, to ensure that proper accounting procedures are
being followed for the establishnment and |iquidation of accounts
payabl e and undel i vered orders.

(d) Conpare general |edger allotnment accounts to
allotnents nmade via FM S to each institution

(e) Review FM5 Report 100.45, Project Sumrary, to determ ne
if any project is overobligated or needs to be cl osed.
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(f) Review general |edger accounts for unusual bal ances.

(g) Continual review of all FMS reports shall be
acconplished with regard to report content, format, and net hod of
di splaying i nformation. Any suggestion for change in FMS reports
or any additional requirenents not already provided nay be
forwarded to the Chief, Finance Branch, Central Ofice.

4. Oher. Conduct periodic on-site reviews of institution
accounting procedures and records at the discretion of the
appropriate Regional Conptroller. |If the regional reviews
indicate that the institution is not follow ng proper accounting
procedures, on-site staff assistance visits should be
acconpl i shed as soon as possible after the trend of non-
conpliance is suspected. The staff assistance visits are to
provi de technical hands-on assistance and training to ensure the
non- conpl i ance event does not recur.

c. At the Institution. The Chief Executive Oficer at each
institution has been del egated the authority and the
responsibility for all operations, including accounting
oper ati ons.

The Controller has been del egated the authority and is
responsi bl e for providing supervisory direction to the accounting
staff, to other nmenbers of the Ofice of Financial Managenent,
and to all other managers with regard to the accounting operation
activities. The Accounting Supervisor has the duty of performng
all actions necessary to operate the accounting systemin
accordance with established policies and procedures and sound
busi ness and accounting principles and for bringing any inpending
conditions or situations to the attention of the Controller.
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Chapter 10548 - PROOF- CHECKS AND CERTI FI CATI ONS OF GENERAL LEDGER
ACCOUNTS

1. Pur pose

To set forth the procedures that shall be followed each nonth to
determ ne any errors that may have been made in preparing,
entering, or processing information into accounts and reports in
t he automated Fi nanci al Managenent System (FMS). Also set forth
in this chapter are the requirenents and the procedures for
Controllers and Chief Executive Oficers to certify the accuracy
of certain account bal ances listed on the Financial Mnagenent
conputer-printed reports.

2. Oficial Records

CGenerally, the accounting systemof the Bureau of Prisons

consi sts of basic source docunents such as purchase orders,
receiving reports, invoices, billings, registers, conputer-entry
forms, conputer-printed reports, journal vouchers, and ot her

rel ated financial docunents.

Accordingly, auditors of the Bureau of Prisons, the Departnment of
Justice, the CGeneral Accounting Ofice, and/or others rely upon

t he basi c supporting docunments and conputer-printed reports in
their reviews and audits.

The conmputer-printed reports of FMS are part of the official
records of the Bureau of Prisons. Any nenoranduns or working
papers that are maintained manually nust be based on supporting
docunents and nust agree with and support the automated FMS
reports.

3. Accuracy of Oficial Records

Fi nanci al accounts and reports are needed to clearly disclose
financial facts about operations and activities within the Bureau
of Prisons. 1In order to establish and maintain a useful
accounting and reporting systemthat has integrity and
reliability, the information presented in each account and report
nmust be accurate.

Each account bal ance presented on the conputer-printed trial

bal ance or general |edger (report 100.63) or reflected in other
reports shall be accurately supported by fully docunented
subsidiary records, such as files of purchase orders, receivVving
reports, invoices and Standard Forns 1166 (Voucher and Schedul e
of Paynents) and ot her such docunents. Each account bal ance



shal|l reflect and present the results of the financi al
transactions that have taken pl ace.
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4. Achi evi ng Accuracy in Entering and Processing |Information

To achi eve accuracy, extrene care shall be exercised in each
phase of financial or accounting operations. Al information
shal | be prepared, entered, processed and reported in the system
as events occur and with care necessary to avoid inaccuracies and
errors.

Each conputer transaction code entered into the automated system
shal|l properly reflect the specific financial transaction that
has taken place to ensure the accuracy of generated entries nmade
to accounts and reports through the automated system

5. Necessity to Perform Checks on Accuracy

Despite the exercise of diligent care, errors of many types stil
occur in accounting operations. |If errors are not detected and
corrected in a tinely manner, information used in making
managenent deci si ons nmay be inaccurate.

6. Met hods to Maintain Accuracy in Financial or Accounting
Qper ati ons

In the accounting systemof the Bureau of Prisons, each entry to
accounts shall be based upon a financial event, and be supported
by a docunent or docunents that specify information and shall be
made pronptly and accurately. Also, each entry nmade to an
account bears a relationship to an entry made sinultaneously to
anot her account or accounts.

In order to maintain a high degree of accuracy in financial
operations and reporting, a proof-check has been devised to set
forth the relationship between supporting docunents and bal ances
shown in specific accounts and the relationshi p anong gener al

| edger accounts. A sanple of the proof-check is included at the
end of this chapter (Appendices 1-7).

7. Usef ul ness of and Requirenents Relating to Proof-Checks at
| nstitutions

At each institution, the conpleted proof-checks serve as a nethod
to detect inbalances or errors that have been entered and
recorded in the official records and accounts.

The proof-check, however, does not provide specific details nor
does it identify errors. Accordingly, each inbalance shall be
researched to determ ne appropriate corrective action.

For exanple, if a difference exists between an account bal ance
and the supporting docunents, the difference shall be anal yzed
for cause and effect before proper corrective action is taken.



Each correction shall be nade a matter of record and document ed.

An OF-1017G (Journal Voucher) shall be used to support al
entries for correction. Each correction shall be entered into

t he automat ed system and
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conplete reference shall be shown with respect to the error

(i ncluding the circunstances, the correction made, and any ot her
pertinent information). Also, reconciliation working papers
shall be maintained on file as a part of the docunentation.

At each institution, the Supervisory Operating Accountant shal
conpl ete the proof-checks upon the receipt of nonthly reports.

Al errors (differences) shall be identified pronptly. A report
expl ai ning the proof-check differences shall be conpleted to
record the reconciling information. A sanple of forns that may
be used to explain the proof-check differences may be found in
Attachnents 2-4 at the end of this Chapter.

8. Certifications Required Each Month. Wth each set of nonthly
proof -checks, the Controller shall provide a cover letter that

i ncl udes an assessnent of the accounting operations wthin the
institution. This assessnent shall address the status of the
proof -check (whether all accounts are reconciled and, if not,

what corrective action is being taken, etc.);

I the status of reinbursenents (whether estimates are
accurate, whether the rates of collection are consistent
wi th projections, whether credit bal ances are on the
Accounts Receivable reports, whether any accounts are
seriously delinquent, etc.);

the status of the statenments of differences (whether or not
t hey have been cleared, and if not, why, and when they wl|
be cleared, etc.);

and any ot her areas of significance the Controller should
report to the Region.

The conpl eted proof-check shall be forwarded to the Regi onal
Comptroller to be received no later than the 25th day foll ow ng
the reporting nonth. When conputer problens in the Centra

O fice cause a delay in furnishing nonth-end reports to
institutions and Regional Ofices, the deadline (25th of the
month) will be automatically extended. |If the proof-check is not
forwarded in sufficient tine to reach the Regional Ofice by the
25th of the nonth or the extended due date when applicable, the
Controller shall submt a nmeno to the Regional Conptroller
expl ai ning the reasons for nonconpli ance.

The Regi onal Conptroller shall forward a nenorandumto the Chief,
Fi nance Branch, Central Ofice stating his/her assessnent of the
accounting operation for each institution in the Region,

addr essi ng
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any problens or acconplishnents. The nmenorandum shall be

recei ved by the Chief, Finance Branch no later than the 15th of

t he subsequent nonth followi ng the receipt of the institution
assessnent and proof checks. *

There generally is no allowance or tolerance for errors. The
cash accounts for each appropriation of funds nust agree with the
accounts mai ntained for each appropriation by the Departnent of
the Treasury. To incur obligations or disburse an anount that is
in excess of the anount available or authorized, is clearly a
violation of the | aw.

9. Ilnmate Account Bal ance Listing Required Each Month.
Institutions shall submt a copy of the detail listing of the

| nmat e Bal ance Report, excluding z accounts, with the nonthly
proof -check to the Region. The Region shall maintain the listing
on file until the next nonth's listing of inmate account bal ances
IS received.

10. Certification Required at Fiscal Year-end. The Federal
Managers Financial Integrity Act (FMFIA P. L. 97-255, enacted in
1982) requires annual certification that the Bureau of Prisons
Accounting Systens are in conformance with applicable accounting
princi ples and standards. The Chief Executive Oficer at each
institution shall submt the certification statenent (attachnent
1) with the final fiscal year-end proof-check, for the nonth
endi ng Septenber 30, 19XX. The due date(s) as set forth in
paragraph 8 of this chapter shall apply unless superseded by
speci al fiscal year-end instructions.

11. Use of Proof-Checks at Regional Ofices. The conpl et ed
proof -checks received by the Regional Conptroller can serve as a
"desk-audit." The Regional Conptroller can identify each
institution that is experiencing difficulties in maintaining
accuracy. Also, the Regional Conptroller can identify the nature
of the error. If an institution continues to commt the sane
errors, or if errors are not corrected or adequately expl ai ned,
this nmay be an indication of extensive problens. The Regi onal
Conmptrol l er and Regional Director should take appropriate action
to provi de what ever assistance or action is deenmed necessary.
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(Nane) , Chief Executive Oficer
(Institution)
Certification - Financial Managenent System

Chief, Ofice of Financial Mnagenent
Central O fice, Bureau of Prisons
, Regional Ofice Conptroller

Regi on

I n accordance with Section 4, of the Federal Managers Fi nanci al
Integrity Act of 1982, | certify that this institution's
accounting records conformw th the principles, standards, and
related requirenents prescribed by Bureau of Prisons, P.S.
2000. 2, Accounting Managenent Manual in all material respects.

| certify that all system proof-check differences or
di screpanci es have been researched, specific errors identified,
and corrections made.
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EXPLANATI ON OF CASH ACCOUNT DI FFERENCES

Appropriation 110. 3
or G L Cash Account Sf-224 Di fference
Fund Account Anmpunt Anmpunt Anmpunt

110. 3 224

Begi nni ng Bal ance:

EXPLANATI ON:
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EXPLANATI ON OF OTHER ACCOUNT DI FFERENCES

Appropriation

or G L Account D fference Ref er ence
Fund Account Nunber Amount Page Nunber
EXPLANATI ON:

Appropriation

or G L Account D fference Ref er ence
Fund Account Nunber Amount Page Nunber
EXPLANATI ON:

Appropriation
or G L Account Di fference Ref er ence
Fund Account Nunber Anpunt Page Nunber

EXPLANATI ON:
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EXPLANATI ON OF CASH ACCOUNT DI FFERENCES

Appropriation 116. 0
or G L Draft Account Regi st er Difference
Fund Account Anount Anount Anmount

116.0 Regi st er

Begi nni ng Bal ance:
EXPLANATI ON:
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MONTHLY PROOF- CHECK

CGeneral Ledger Cash Accounts vs. Statenent of Transactions (SF-224)

*A. Current Year Sal aries and Expenses
Col um 3, SF-224

15 1060 110.3 Net Disbursenents Current Month
115.0 Undep. Coll. (-) Col um 3, SF-224
Current Month Prior Mnths
Subt ot al

GOALS Bi |

Current Month

GOALS Bi |

Prior Mnths

TOTAL TOTAL
DI FFERENCE

B. First Prior Year Sal aries and Expenses
Col um 3, SF-224

15 1060 110.3 Net Disbursenents Current Month
115.0 Undep. Coll. (-) Colum 3, SF-224
Current Month Pri or Months
Subt ot al
GOALS Bil | -
Sept enber
15.0 Undep. Coll.(+)
PY Carryover PY Carryover
TOTAL TOTAL

DI FFERENCE
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C. Second Prior Year Sal aries and Expenses
Col um 3, SF-224

15 1060 110.3 Net Disbursenents Current Month
115.0 Undep. Coll. (-) Col um 3, SF-224
Current Month Pri or Months
Subt ot al 115.0 Undep. Coll. (+)

PY Carryover

PY Carryover

TOTAL TOTAL
DI FFERENCE

D. Third Prior Year Salaries and Expenses
Col um 3, SF-224

15 1060 110.3 Net Disbursenents Current Month

115.0 Undep. Coll. (-) Col um 3, SF-224

Current Month Pri or Months

Subt ot al

115.0 Undep. Coll. (+)

PY Carryover PY Carryover

TOTAL TOTAL
DI FFERENCE

E. Fourth Prior Year Sal aries and Expenses
Col um 3, SF-224

15 1060 110.3 Net Disbursenents Current Month
115.0 Undep. Coll. (-) Colum 3, SF-224
Current Month Pri or Months
Subt ot al
15.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL

DI FFERENCE
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F. Fifth Prior Year Sal ari es and Expenses

Col um 3, SF-224

15 1060 110.3 Net Disbursenents Current Month
115.0 Undep. Coll. (-) Colum 3, SF-224
Current Month Prior Months
Subt ot al 115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL
DI FFERENCE

G Al Oher Prior Years (will not be used after 9/30/93)
Col um 3, SF-224

15ML060 110.3 Net Di sbursenents Current Month
115.0 Undep. Coll. (-) Col um 3, SF-224
Current Month Pri or Months
Subt ot al
115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL
DI FFERENCE

H  Trust Fund
Colum 2, SF-224

15X8408 110.2 Col | ecti ons Current Month
115.0 Undep. Coll. Col um 2, SF-224
Current M. (-) Prior Months
Subt ot al
15.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL

DI FFERENCE
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Subt ot al PY Carryover

TOTAL TOTAL

DI FFERENCE

J. Buildings and Facilities
Col um 3, SF-224

15X1003 110.3 Net Di sbursenents Current Month
115.0 Undep. Coll. Col um 3, SF-224
Current M. (-) Prior Months
Subt ot al
15.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL
DI FFERENCE

K. Nati onal Institute
of Corrections
Colum 3, SF-224

15X1004 110.3 Net Disbursenents Current Month
115.0 Undep. Coll. Colum 3, SF-224
Current M. (-) Prior Months
Subt ot al
115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL

DI FFERENCE
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L. Suspense Account 15X6875(10)
Col um 3, SF-224

110.3 Net Disbursenents Current Month
115.0 Undep. Coll. Col um 3, SF-224

Current Month (-) Prior Months

Subt ot al

115.0 Undep. Coll. (+)

PY Carryover PY Carryover

TOTAL TOTAL
DI FFERENCE

M  Deposits in Transit
Di fferences 15F3878(10)

110.7 Deposits- Col um 2, SF-224
Budget / d eari ng Current Month
Col um 2, SF-224
Pri or Months
Subt ot al
SF- 224
5901 Credit
Current Month
5901 Credit
Pri or Months
Subt ot al
5901s
PY Carryover
TOTAL TOTAL

DI FFERENCE
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Colum 3, SF-224
Current Month

Colum 3, SF-224
Pri or Mont hs

Subt ot al

TOTAL

SF-224

5901 Charge

Current Month

5901 Charge

Prior Mnths
Subt ot al
5901s

PY Carryover
TOTAL

DI FFERENCE

(@] Undi stributed and Letter of Credit

Di fferences 15F3879(10)

110.7 Deposits-

Budget/ d eari ng

Colum 2, SF-224
Current Month

TOTAL

Colum 2, SF-224
Pri or Mont hs

Subt ot al
SF- 224

5901 Credit
Current Month
5901 Credit
Prior Months
Subt ot al
5901s

PY Carryover
TOTAL

DI FFERENCE
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P. Undistributed and Letter of Credit
Di fferences 15F3879(10)

Colum 3, SF-224
110.3 Net Di sbursenents Current Month

Colum 3, SF-224
Pri or Mont hs

Subt ot al
SF- 224
5901 Charge
Current Month
5901 Charge
Prior Months
Subt ot al
5901s

PY Carryover
TOTAL TOTAL

DI FFERENCE

Q Unavail abl e Check Cancel |l ati ons
and Over paynents 15F3880( 10)

110.7 Deposits- Col um 2, SF-224
Budget/ d eari ng Current Month

Colum 2, SF-224
Pri or Mont hs

Subt ot al

PY Carryover
TOTAL TOTAL

DI FFERENCE
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R Unavail abl e Check Cancel | ati ons
and Over paynents 15F3880( 10)
Col um 3, SF-224
110.3 Net D sbursenents Current Month

Colum 3, SF-224
Pri or Mont hs

Subt ot al
PY Carryover
TOTAL TOTAL
DI FFERENCE
S. Budget d earing Account 15F (10)
110.7 Deposits- Col um 2, SF-224
Budget / d eari ng Current Month
115.0 Undep. Coll. Col um 2, SF-224
Current M. (-) Prior Months
Subt ot al
115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL
DI FFERENCE
T. Budget Cearing Account 15F (10)
Col um 3, SF-224
110.3 Net Di sbursenents Current Month
Col um 3, SF-224
Prior Months
Subt ot al
PY Carryover
TOTAL TOTAL

DI FFERENCE
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U. M scel |l aneous Receipts

153220 780.0 Unavail. Receipts Col um 2, SF-224

Deposi t ed- Sum Current Month
115.0 Undep. Coll. Col um 2, SF-224

Current M. (-) Prior Months

Subt ot al
115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL
DI FFERENCE

V. M scel | aneous | nterest Received

151435 780.0 Unavail. Receipts Col um 2, SF-224
Deposi t ed- Sum Current Month
115.0 Undep. Coll. Col um 2, SF-224
Current M. (-) Prior Months
Subt ot al
115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL
DI FFERENCE

W Paynment Uncl ai mred Money
Col um 3, SF-224

20X6133 110. 3 Net Di sbursenents Current Month
115.0 Undep. Coll. Col um 3, SF-224
Current M. (-) Prior Months
Subt ot al
115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL

DI FFERENCE
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Forfeiture Uncl ai mred Money
151060 780.0 Unavail. Receipts Col um 2, SF-224
Deposi t ed- Sum Current Month
115.0 Undep. Coll. Col um 2, SF-224
Current M. (-) Prior Months
Subt ot al
115.0 Undep. Coll. (+)
PY Carryover PY Carryover
TOTAL TOTAL
DI FFERENCE
Fi nes, Penalties and Forfeitures
151099 780.0 Unavail. Receipts

Deposi t ed- Sum

Colum 2, SF-224
Current Month

115.0 Undep. Coll.
Current M. (-)

Colum 2, SF-224
Pri or Mont hs

115.0 Undep. Coll.

(+)
PY Carryover

Subt ot al

TOTAL

PY Carryover

TOTAL

DI FFERENCE

O her Account

780.0 Unavail. Receipts
Deposi t ed- Sum

Colum 2, SF-224
Current Month

115.0 Undep. Coll.
Current M. (-)

115.0 Undep. Coll.

(+)
PY Carryover

Colum 2, SF-224
Pri or Mont hs

Subt ot al

PY Carryover

TOTAL

TOTAL

DI FFERENCE
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Colum 2, SF-224
Current Month

115.0 Undep. Coll.
Current M. (-)

115.0 Undep. Coll. (+)
PY Carryover

Colum 2, SF-224
Pri or Mont hs

Subt ot al

PY Carryover

TOTAL

TOTAL

DI FFERENCE
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MONTHLY PROOF- CHECK

General Ledger Payroll Accounts vs. Departnent of Justice (DQJ)
St atenent of Transacti on

*

A. Current Year
DQJ Payrol | Statenent

15 1060 110.5 Net Disbursenents Current Month
DQJ Payrol | Statenent
Pri or Mont hs
Subt ot al
Bur eau
Menor anduns
TOTAL TOTAL
Dl FFERENCE

B. First Prior Year
DQJ Payrol | Statenent

15 1060 110.5 Net Disbursenents Current Month
DQJ Payrol | Statenent
Pri or Months
Subt ot al
Bur eau

Menmor anduns
PY Carryover

TOTAL TOTAL

DI FFERENCE
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C. Second Prior Year

DQJ Payrol | Statenent
15 1060 110.5 Net Disbursenents Current Month

DQJ Payrol | Statenent
Prior Months
Subt ot al

PY Carryover

TOTAL TOTAL

DI FFERENCE

D. Third Prior Year

DQJ Payrol | Statenent
15 1060 110.5 Net Disbursenents Current Month

DQJ Payrol | Statenent
Pri or Months
Subt ot al

PY Carryover
TOTAL TOTAL

DI FFERENCE

E. Fourth Prior Year

DQJ Payrol | Statenent
15 1060 110.5 Net Disbursenents Current Month

DQJ Payrol | Statenent
Prior Months
Subt ot al
PY Carryover

TOTAL TOTAL

DI FFERENCE
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F. Fifth Prior Year
DQJ Payrol | Statenent
15 1060 110.5 Net Disbursenents Current Month

DQJ Payrol | Statenent
Prior Months
Subt ot al
PY Carryover
TOTAL TOTAL

DI FFERENCE

G Al Oher Prior Years ( will not be used after 9/30/93)

DQJ Payrol | Statenent
15ML060 110.5 Net Disbursenents Current Month

DQJ Payrol | Statenent
Prior Months
Subt ot al
PY Carryover
TOTAL TOTAL

DI FFERENCE

H  Trust Fund
DQJ Payrol | Statenent
15X8408 110.5 Net Di sbursenents Current Month

DQJ Payrol | Statenent
Prior Months
Subt ot al
Bur eau
Menor anduns
PY Carryover
TOTAL TOTAL

DI FFERENCE
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Buildings & Facilities
DQJ Payrol | Statenent
15X1003 110.5 Net Disbursenents Current Month

DQJ Payrol | Statenent
Prior Months
Subt ot al
Bur eau
Menor anduns
PY Carryover
TOTAL TOTAL

DI FFERENCE

J. National Institute of Corrections
(Central Ofice Only)
DQJ Payrol | Statenent
15X1004 110.5 Net Disbursenents Current Month

DQJ Payrol | Statenent
Prior Mnths
Subt ot al
Bur eau
Menor anduns
PY Carryover
TOTAL TOTAL

DI FFERENCE *
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MONTHLY PROOF- CHECK
CGCeneral Ledger Draft Payment Accounts vs. Draft Paynent Control Reqi ster

*

A. Current Year S&E

15 1060
General Ledger Monthly Draft Report
116.0 Drafts in Transit Current M.
110.9 Di sbursenents - Prior Mbs.
Draft Paynents this FY
Tot al Tot al
Dl FFERENCE
B. First Prior Year S&E
15 1060
General Ledger Monthly Draft Report
116.0 Drafts in Transit Current M.
110.9 Di sbursenents - Prior Mbs.
Draft Paynents this FY
Subt ot al
Less: 116.0 Prior Year _ Carryover <
> _ PY Carryover
Tot al Tot al

DI FFERENCE
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Monthly Draft Report

110.9 Di sbursenents -

Draft Paynents

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

Tot al

DI FFERENCE

Third Prior Year S&E
15 1060

CGeneral Ledger

116.0 Drafts in Transit

Monthly Draft Report

110.9 Di sbursenents -

Draft Paynents

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

DI FFERENCE

Tot al
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15 1060

General Ledger

116.0 Drafts in Transit
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Monthly Draft Report

110.9 Di sbursenents -

Draft Paynents

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

DI FFERENCE

Tot al

Fifth Prior Year S&E
15 1060

CGeneral Ledger

116.0 Drafts in Transit

Monthly Draft Report

110.9 Di sbursenents -

Draft Paynents

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

DI FFERENCE

Tot al
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CGeneral Ledger

116.0 Drafts in Transit
110.9 Di sbursenents -
Draft Paynents

P.S. 2000. 2
Appendi x 3

CH 10548
Page 4 of 6

not be used after 9/30/93)

Monthly Draft Report

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

DI FFERENCE

H Buildings & Facilities
15X1003

CGeneral Ledger

116.0 Drafts in Transit
110.9 Di sbursenents -
Draft Paynents

Tot al

Monthly Draft Report

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

DI FFERENCE

Tot al
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Trust Fund
15X8408

CGeneral Ledger

116.0
110.9

Drafts in Transit

Di sbursenent s
Draft Paynents

16.0 Prior Year

Carryover <

Tot al
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Monthly Draft Report

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

J. Nat

ional Institute of Corrections

15X1004

CGeneral Ledger

116.0
110.9

DI FFERENCE

Tot al

Drafts in Transit

Di sbursenent s
Draft Paynents

16.0 Prior Year

Carryover <

Tot al

Monthly Draft Report

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

DI FFERENCE

Tot al
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116.0 Drafts in Transit
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Monthly Draft Report

110.9 Di sbursenents -

Draft Paynents

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

DI FFERENCE

Tot al

Suspense Account
15X6875( 10)

CGeneral Ledger

116.0 Drafts in Transit

Monthly Draft Report

110.9 Di sbursenents -

Draft Paynents

16.0 Prior Year
Carryover <

Current M.

Pri or Mos.
this FY

Subt ot al Less:

> PY Carryover

Tot al

DI FFERENCE

Tot al

*
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MONTHLY PROOF- CHECK

SPIVB,

| nventories, Oher

A. Current Year Appropriation

151060
Account # TITLE AMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Coll.
2. 120.0 Inprest Fund Adv.
3. 130.0 A/Rec. Reim
4. 131.0 A/Rec. Unbilled
5. 135.0 A/ Rec. Refund
6. 161.0 Inv. GCeneral
7. 162.0 Inv. Donated
8. 163.0 Inv. Farm
9. 180.0 Travel Advance
10. 182.0 Travel ers Checks
Advance
11. 210.0 Land
12. 211.0 Building
13. 212.0 Oher Struc.
14. 213.0 Lease |nprov.
15. 221.0 Depr.-Bldgs.
16. 222.0 Depr.-OQh. Struc.
17. 223.0 Depr.-Inprov.
18. 901.1 Meal Tickets
19. 955.0 Operating Plan
(Budget Form 3)
20. 215.0 Equi pnent CY SPMS Approp. Code 2
First Prior Yr. SPMS Approp. Code 3
QG her Prior Yrs.
TOTAL SPMS Tot al
DI FFERENCE
21. 225.0 Accum Depr. SPMS Approp. Code 2
Code 3
TOTAL SPMS Tot al
DI FFERENCE
22. 420.0 Accounts Payabl e Tape

100. 23 Report

TOTAL TOTAL

DI FFERENCE




23. 660.0 Undelivered Orders Tape

DI FFERENCE
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B. First Prior Year
151060
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Coll.
_ 2. 130.0 A/Rec. Reim
3. 131.0 A/Rec. Unbilled
4, 135.0 A/ Rec. Refund
__ 5. 420.0 A/ Payabl e
__ 6. 660.0 Un/Orders
C. Second Prior Year
15 1060
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Coll.
_ 2. 130.0 A/Rec. Reim
3. 131.0 A/Rec. Unbilled
4, 135.0 A/ Rec. Refund
__ 5. 420.0 A/ Payabl e
__ 6. 660.0 Un/Orders
D. Third Prior Year
15 1060
Account GL Title ANMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Coll.
_ 2. 130.0 A/Rec. Reim
3. 131.0 A/Rec. Unbilled
4, 135.0 A/ Rec. Refund
__ 5. 420.0 A/ Payabl e
__ 6. 660.0 Un/Orders
E. Fourth Prior Year
15 1060
Account GL Title ANMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Coll.
_ 2. 130.0 A/Rec. Reim
3. 131.0 A/Rec. Unbilled
4, 135.0 A/ Rec. Refund
__ 5. 420.0 A/ Payabl e
__ 6. 660.0 Un/Orders
F. Fifth Prior Year
15 1060
Account GL Title ANMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Coll.
_ 2. 130.0 A/Rec. Reim
3. 131.0 A/Rec. Unbilled
4, 135.0 A/ Rec. Refund




__5.
__6.

420.0 A/ Payabl e
660.0 Un/ Orders




| NSTI TUTI ON P.S. 2000. 2
Chapt er 10548

MONTH ENDI NG Appendi x 4
Page 3 of 7
G Al Oher Prior Years (wll not be used after 9/30/93)
15ML060
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Coll.
_ 2. 130.0 A/Rec. Reim
3. 131.0 A/Rec. Unbilled
4. 135.0 A/ Rec. Refund
__ 5. 420.0 A/ Payabl e
__ 6. 660.0 Un/Orders
H Trust Fund
15X8408
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE

1. 115.0 Undep. Coll.

2. 125. 0 Checks for Coins

and St anps
3. 130.0 A/Rec. Reim
4. 131.0 A/Rec. Unbilled
__ 5. 135.0 A/ Rec. Refund
6. 180.0 Travel Advance
7. 211.0 Buil dings
8. 221.0 Depr.-Bl dgs.
9. 420.0 A/ Payabl e
100. 23 Report
TOTAL
10. 660.0 Un/Orders

AMOUNT SPMS AMOUNT Dl FFERENCE

11. 215.0 Equi pnent

12. 225.0 Accum Deprec.
13. 651.0 Annual Budget Aut hori zati on

14. 812.4 Cost of Goods Sold

D fference

Less: 711.3 Stanp Sal es

Add: 164.4 Stanp |Inventory

Total Stanp Inventory

| nvntry
DI FFERENCE

Physi cal

St anp
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15. 812.5 Cost of Goods Sold

Less: 711.2 Coin Sal es

Add: 164.5 Coin Inventory

Total Coin Inventory Physi cal Coin
| nventory
DI FFERENCE
16. Physical Inventory | nventory Ceiling
Less: 961.0 Inventory Less: 961.0 Inventory
Over age/ Short age Vari ance +/ -
NOTE: Inventory ceiling equals avg. last six (6) nonths sales

(GL 711.0) nmultiplied by 2.5.
NOTE: Physi cal Merchandi se Inventory (Cost & Selling Price) m ninmm
requirenent is quarterly.
NOTE: Inventory overage/shortage is required quarterly only.
| f Physical Inventory is greater than the 961.0 Account, then
i nventory overage.
| f Physical Inventory is less than the 961.0 Account, then
i nventory shortage.

17. 962.0 Purchases Selling Recei vi ng Report
Price Regi ster - SP
Recei vi ng Reports
Prior Months

Less: 962.0 - 10/1 Bal ance Price Adjustnents
Carryover Less: Sales to

Institution

Total Current Year Tot al

Pur chases Accountability

DI FFERENCE
18. 963.0 Report of Survey Report of Survey

Current M.

Report of Survey
Prior Months

TOTAL TOTAL




DI FFERENCE
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| NSTI TUTI ON
MONTH ENDI NG
| . 15X1003 - Buildings and Facilities
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 115.0 Undep. Col I .
2. 135.0 Al Rec. Refund
3. 180.0 Travel Advance
4. 190. 0 Construction, WI.P. 100. 73 Report___
DI FFERENCE
NOTE: Account 190.0 - Construction-WI1.P.- should bal ance to the
100. 73 report - Cost by project, B&F.
Conpare the 100.63 - Ceneral Ledger Trial Balance, 190.0 account -
Construction-WI1.P, cunulative to date bal ance, to the 100.73 report -
Cost by Project, B&F, grand totals: cunulative, total costs, |ess
cl osed project totals: cunulative, total costs. *
5. 420.0 Al Payabl e Tape A/ Payabl e
100. 23 Report
TOTAL TOTAL
DI FFERENCE
6. 660. 0 Un/ Orders Tape Un/ Orders
DI FFERENCE
7. 955.0 Operating Plan FM S RBF1 REPORT

DI FFERENCE
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| NSTI TUTI ON
MONTH ENDI NG
MONTHLY PROOF- CHECK
. CENERAL LEDGER ACCOUNTS VS. TAPE COF SUPPORTI NG DOCUMENTS
A.  15F3878(10) - Deposits in Transit Differences
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 450. 0 Lia for Dpst Fund
2. 139.0 A/ Rec Summary
B. 15F3879(10) - Undistributed and Letter of Credit Differences
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 450. 0 Lia for Dpst Fund
2. 139.0 A/ Rec Summary *

C. 15F3880(10)
Account
1.  450.0
D. 15X6875(10)
Account

1. 450.0

Unavai | abl e Check Cancel |l ati ons and Over paynents

GL Title AMOUNT TAPE AMOUNT Dl FFERENCE

Lia for Dpst Fund

Suspense

GL Title AMOUNT TAPE AMOUNT Dl FFERENCE

Lia for Dpst Fund

E. 20X6133 - Paynment Uncl ai med Money

Account

1. 450.0

GL Title AMOUNT TAPE AMOUNT Dl FFERENCE

Lia for Dpst Fund

F. 151060 - Forfeiture Uncl ai ned Money

Account

1. 139.0

GL Title AMOUNT TAPE AMOUNT Dl FFERENCE

Al Rec Sunmary




G 151435 - M scel | aneous | nterest Received

Account GL Title AMOUNT TAPE AMOUNT Dl FFERENCE

1. 139.0 A/ Rec Summary
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H 153220 - M scel | aneous Recei pt
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 139.0 A/ Rec Sunmary
. 15 - Ot her Account
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE
1. 139.0 A/ Rec Sunmary
J. 15 - Ot her Account
Account GL Title AMOUNT TAPE AMOUNT DI FFERENCE

1. 139.0 A/ Rec Sunmary
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MONTH ENDI NG CN-1

March 17, 1987

MONTHLY PROOF- CHECK
PRI SONERS DEPCSI T FUND - 15X6085

1. General lLedger Cash Account vs. Statenent of Transactions
(SE-224)

110.6 (Dr.) Prior Year Carry-over SF-224. Begi nni ng
_ Bal ance April 1

110.3 (Dr.) Net D sbursenents 1983

115.0 Undep. Collections (+) Prior Fiscal Year

after 4/1/83
* 110.9 Net D sbursenents -
Draft Paynents Prior Months this
Prior Year (+) *Fi scal Year

Current nonth this
Fi scal Year

MSA Advanced Pay

TOTAL TOTAL

DI FFERENCE: $

2. Verification of General Ledger Account Bal ance 100.63 Report

Bal ance Tape D fference
a.
(1) 115.0 Undeposited Coll ections
~ (2) 139.0 Account Receivable
~ (3) 450.1 Deposit Funds-I|nmate
"~ (4) 921.0 Inmate Savi ngs Bonds
b. 110.0 Fund Bal ance 450. 0 Deposit Funds - Inmate
116.0 Draft Paynents
in Transit

139. 0 Accounts Recei v-



abl e
TOTAL TOTAL

DI FFERENCE: $
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RECONCI LI ATI ON WORKSHEET

| NVATE DEPCSI T FUND

15X6085
| TEM | NMATE
No. 110.0 450.0 SF- 224 CARDS
CORRECTED
Bal ance

EXPLANATI ON:
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CN-12

Decenber 12, 1988

| NSTI TUTI ON
MONTH ENDI NG

MONTHLY PROCEF- CHECK
BUDGET CLEARI NG ACCOUNT - 15F3875-10

CGeneral Ledger Cash Account vs. Statenent of Transactions (SF-224)
a. JEDS 445 Report
Current Month

Colum 3 SF-224
Current Month

JEDS 445 Report
Prior Months this
Fi scal Year

Colum 3 SF-224
Prior Months this
Fi scal Year

110. 3 Net Di sbursenents TOTAL

D fference

b. 110. 7 Deposit Budget Col um 2 SF-224
Cl eari ng Account Current Month
115. 0 Undeposited Col |l ections Col um 2 SF-224
(PY Carry-Qver) (-) Prior Months this
Fi scal
Year

115. 0 Undeposited Col |l ections
(Current Month) (+)

TOTAL TOTAL




D fference

C. 450.0 Liability for
Deposit Fund Tape of Supporting
Docunent s

D fference
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

Chapter 10572 - ACCOUNTS RECEI VABLE

a.

Dat e

Pur pose. Several "accounts receivable" are maintained in the current
assets section of the general |edger to show clearly and
accurately the anobunts due and owed to the United States. Each anount
owed, including anobunts to be deposited to m scell aneous receipt
accounts, nust be accounted for under the procedures described bel ow

CGeneral. Each accounts receivable is a general |edger control account

whi ch nust be supported by subsidiary records consisting of
a source or an originating docunent, a bill and a "Regi ster of
Account s Recei vabl e".

1. A source or an originating docunent nust be prepared by the cost
center manager of the organizational unit that furnished the
goods or services. The originating docunent nust show t he anount
owed and the organi zati on which owes that anount.

2. The controller is responsible for the preparation of a bill for
each charge or group of charges for which the Bureau has not
recei ved paynent. The bill is to be forwarded imediately to the
organi zation that owes an anount to the governnent. Bills are to
be nunbered consecutively beginning with nunber 110001 on Cct ober
1st of each year, and are to be maintained in a "bills rendered"”
or "receivables" file.

3. The accounting supervisor nust nmaintain a separate "regi ster of
accounts receivable" for the refunds and other. He shall also
make the necessary entry into FVM5 to affect the appropriate
accounts receivabl e.

Each billing or invoice that has been prepared nmust be recorded
on the appropriate register. Each register is to support each
appropriate general |edger receivable control account and is to
be prepared and nmai ntai ned on Account Form 27 to conformto the
foll ow ng format.

REG STER OF ACCOUNTS RECEI VABLE - REFUNDS

St ores or Set t | enent

19XX Doc. No. ltem Cost Data Anopbunt Dat e No.

Jan 10 110057 Tel ephone Service - FPI P 138. 00



Jan 15 110058 ABC Mg. Co. (Overpaynent) P 25.50
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Pl ease note that the "Stores of Cost Data" columm is used to denote a
"Public" (P) or "Governnent"” (G accounts receivable.

* 4. Al accounts receivables that are to be |iquidated in excess of
the collection amount shall be acconpani ed by a Journal Voucher, approved
by the Controller, wth an explanation as to why the collection anmount was
| ess than the billed anount.

*

When col l ections are received, the date and the coll ection schedul e
nunber are to be recorded in the "Settlenment"” colum of the register. At
the end of each nonth, each open itemon the accounts receivabl e nust agree
with both the bills remaining unpaid in the bills rendered or receivabl es
file and with the bal ance of each correspondi ng general | edger receivable
control account.

C. Submitting Billings to UNTCOR. The procedures |isted bel ow shall be
foll owed by each institution in billing UNICOR for goods or services that
have been furnished by the Bureau and constitute rei nbursenent or refund
accounts receivable for the Bureau. Charges to be billed for manufactured
or purchased utilities shall be based on actual neter readi ngs. Wen neter
readi ngs are not avail able, other objective neasurenents or engi neering
formul as shall be used. After the Controller and the Superintendent of

| ndustri es have reached an agreenent, a copy of the objective neasurenents
or engineering formulas and the determned rate shall be forwarded to the
Chi ef Executive Oficer for approval and retained on file for audit
purposes. The witten agreenent shall be in the format shown in Exhibit C

1. Utilities Manufactured of Produced by the Bureau (Rei mbursenent)

(a) UNICOR must be billed on an actual cost basis at the end of
each nonth for utilities which are manufactured or produced by the Bureau.
(The Septenber billing shall be estimted for accrual purposes prior to the
end of the fiscal year.)

(b) The 100.71 cost report shall be used in determning the
actual cost for producing steam The Mechanical Service Form No. 31 shal
be used to determ ne actual fuel consunption for producing steam and the
total pounds of steam produced for the current nonth. Cost of fuel
consuned shall be based on the average per unit rate charged by the vendor
for the fuel purchased during the billing nonth.

(c) The format shown in Exhibit A shall be used to conpute the
per unit cost of steam A five percent (5% adm nistrative charge shall be
added to this amount to arrive at the unit price chargeable to UN COR

2. Utilities Purchased by the Bureau (Refund)




UNI COR shall be billed for its proportionate share of purchased
utilities. The unit cost shall be determ ned by dividing the institution's
total utility bill (including the costs for demand, fuel adjustnent, etc.)
by the institution's total usage (including UNNICOR). This rate shall be
applied to the UNI COR usage (neter reading) as shown on Mechanical Services
Form No. 31 to arrive at the total UNTICOR utility billing.
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The format shown in Exhibit B shall be used to determn ne the
UNICOR billing for purchased utilities.

NOTE: | f maxi mum demand utilized by UNNCOR is netered
separately, then UNICOR shall be billed for maxi num demand as a
separate itemutilizing Exhibit "B"

UNI COR shall not be billed for water (hot or cold) or sewage,
unless it is used for industrial processing or production

pur poses, such as produce cl eani ng systens, water wash pai nt
spray booths, cooling systens, etc.

Shop Wor k (Mechani cal Services) (Refund)

Each billing for shop work acconplished for UNI COR shall include
the cost of materials (unless furnished by UNICOR) and | abor
costs including benefits of 25.2%for the actual time required to
do the work.

Over head application charges for shop work shall be conputed as
fol |l ows:

(a) UNI COR-Furnished Materials - A 2% adm nistrative charge on
| abor will be added to the billing.

(b) Institution-Furnished Materials - A 5% adm nistrative charge
on | abor will be added to the billing.

For exanple, the institution builds shelving for UNI COR and
the work takes 6 hours. However, UN COR furnishes the

| unmber. The billing would be as foll ows:

Car penter Shop Labor - 6 hours @ $8.43 $50. 58

(Based on hourly wage of enpl oyee perform ng the work)

Benefits 25.2% (Constant for all institutions) _12.75
Total - Labor and Benefits $63. 33

Overhead Application 2% (.02 X $63. 33) _1.27
Total for Shop Work (Wrk Order #_ ) $64.60 *

If in this sane exanple, the institution furnished the
materials in the anount of $100.00, the billing would be as
fol |l ows:
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Car penter Shop Labor - 6 hours @ $8. 43 $ 50.58
(Based on hourly wage of enpl oyee perform ng the work)
Benefits 25.2% (Constant for all institutions) 12. 75
Total - Labor and Benefits $ 63.33
Overhead Application 5% (.05 X $63. 33) 3.17
Material s $100. 00

Total for Shop Wrk (Wrk Order # ) $166.50 *

Stores (Refund) - UNNICOR is to be billed for all stores articles which
t he Bureau furnishes, except for regularly budgeted i nmate all owance
stores itens such as food, soap, towels, toilet tissue, etc., which
are used in conputing "per capita” information for the budget. UN COR
is to be billed for any special itens which it requires, such as
protective clothing, goggles, cleaning supplies, or stationery. Also,
UNFCOR is to be billed for itenms which it requires that are simlar to
"regular" issue, but differ in grade, quality, size, color, etc. A
good rule of thunb is "UNI COR nust pay for any special need it
creates.”

Only inmate all owances are to be furnished to UNI COR wi t hout char ge.
UNICOR is not to be billed for any accel erated or increase use of
regul ar inmate all owance itens.

Use of Bureau Vehicles by UNI COR (Rei nbursenent) - UN COR nust be
billed for its use of Bureau vehicles at rates per mle which are
established by the nearest GSA Motor Pool for the type of vehicles
used. An accurate record shall be established and maintai ned of the
m | eage driven and reported as UNI COR vehicle m | eage under the Energy
Conservation Program

"Fourth" Meals Provided to Inmates (Refund) - UNICOR shall be billed
for meals which constitute the "fourth" nmeal of the day served to

i nmates who work a regularly schedul ed night shift. A Stores

Requi sition and Transfer Receipt (BP-100) will be prepared for the
food itens drawn fromthe food service stores inventory to prepare the

"fourth neal." The Stores Requisition and Transfer Receipt (BP-100)
shal |l be forwarded to the accounting supervisor to be used as a source
docunent for billing UNICOR  The accounting supervisor shall prepare

an SF-1080 for the stores requisition forn(s) and enter a (-31)
transaction into (FM5) to establish the accounts receivabl e-refund.
Upon col lection of the bill, the accounting supervisor shall reverse
the previously established (-31 transaction) and enter an (-02)
transaction for the collection.



7.

Advances to enpl oyees,

see P.S. 2000.1,

CH 10630.



d.

P.S. 2000. 2
Chapter 10572
Page 5

15 OCT 1986

Empl oyee Organi zati ons

1

Institutions with vendi ng nmachi nes and ot her appliances operated
on the premses, with profits fromthese machi nes and appli ances
used for the benefit of enployee organi zations, shall establish
the follow ng nonthly rates, as applicable:

Machi nes, Vendi ng

Beverages, cold; bottled; canned or packed . . . . . . $1.85
Beverages, cold; one or nore flavors, cup type . . . . $3.00
Beverages, hot; one or nore flavors, cup type . . . . $4.50
Bill and/or Coin Changers . . . . . . . . . . . . . . $.35
Cigarettes, candy cookie, cigar nut, etc.(Mechanical) $ .50
Fruit, fresh . . . . . . . . . . . . . . . . . . . . . %150
lce Cream . . . . . . . . . . . . . . . . . . . ... %140
Popcorn . . . . . . . . . . . . . . . . .. ... .. 8%.70
Sandwich . . . . . . . . . . . . . . . . . . . . . . . %155

Appl i ances

Ovens, heating (1/2 cu. ft.) . . . . . . . . . . . . . %$.90

Pl ates, hot; portable electric, each burner . . . . . $1.75
Refrigerator; 8 cu. ft. or less . . . . . . . . . . . $2.00

9to 16 cu. ft. . . . . . . . . . . . . . . . . . %$3.30

Over 16 cu. ft. . . . . . . . . . . . . . . . . . $5.00

Warners; Hot Canned Food . . . . . . . . . . . . . . . $ .40
Space . $ .15 per

square foot of floor space per nonth for all space
occupi ed by reserve stock of cokes, cigarettes, candy
etc.

Rei nbur senent to the governnent for vendi ng machi nes, other
appl i ances and space may be nade quarterly, sem -annually or
annual ly as determ ned | ocally.

Collections are to be deposited to m scel | aneous receipts
(Account Number 153220).

Agreenent - A witten agreenent between the institution and the
enpl oyees group shall be executed, revised fromtine to tine as
necessary, and nmintained on file.

Enpl oyee's Tine - Any tine devoted to vendi ng nachi ne operation
(filling machi nes, collecting proceeds, etc.) shall be done on
enpl oyee' s own personal tine and not during regular work hours.




Bureau of Prisons Program Statenent 3721.3 states
derived from vendi ng machines in
be deposited into the

Enpl oyees Cub Profits -
that 15 percent of Enpl oyees Club profits,
visiting roons or other inmate use |ocations, shal

Trust Fund Account (15X8408).
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To acconplish this, an accounts receivable nust be established for the
estimated collection in the unbilled colum of a "40" transaction, using
sub- obj ect 2669, payor code 099, and descriptor code G5. Wen the actua
bill amount is determ ned, the unbilled accounts receivabl e nmust be
reversed and the actual billed anmount established in the billed col um.
Upon recei pt of the collection the billed amunt nmust be reversed and the
anount coll ected nust be entered on a "40" transaction in the collected
col umm usi ng sub-object 2699, payor code 099, and descriptor code 6.



I o m m O 0O

PONER PLANT

STEAM PRODUCTI ON COST

Mont h , 19

Current Month Operating Cost
(c.c. 335-100.71)

P.S. 2000. 2
Exhibit A
Chapt er 10572
15 OCT 1986

Fuel :  (Consunption per MS. Form #31; Average rate billed by vendor)

1. @&as: Cu. Ft. x rate
2. Ol: Gals x rate
3. Coal : Tons X rate

Total Operation Costs (A+B)

Total Steam Produced (MS. Form #31)
Production Costs/ 1000 I bs (C/' D X 1000)
Steam Cost to UNI COR/ 1000 I bs. (E x 1.05)
UNI COR St eam Use

Total Steam Cost to UNICOR (G 1000 X F)

| bs.

| bs.
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Uility and Service Billing for t he nont h of
(water, electricity, trash
t el ephone, etc.)

A Total Utility or Service Bill (Electric, Water, Gas, etc.) $

B. Total Measured Use (Gal. KWH, No.of Trash Receptacl es,

Ext ensi ons, etc.)

C. Uility or Service Unit Cost (A + B) $

D. UNICOR Utility or Service Use (No. of Units)

E. Total Utility or Service Cost to UNNCOR (C X D) $
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( Sampl e)
UNI COR Bil i ng Agreenent
(I'nstitution)
St eam
Billing wll be made at the end of each nonth based on estinmated anount

used by UNI COR adjusted by actual anmount used for the previous nonth. The
unit cost will be based on the total institution production costs to date.
Conmputations will be shown on Exhibit A, Chapter 10572.

I n conputing actual usage, and because the area does not have a separate
meter, UNICOR will be charged a percentage of the steamthat passes through
the institution lines. Based on the square footage of floor space occupied
by UNICOR, this will be 8.4%of the institution's square footage (55,042 +
655. 856 = . 0839).

This agreenent will remain in effect until superseded.

( Nanre)
Controller

(Narre)
Superint endent, UN COR

( Nanre)
Chi ef Executive Oficer
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PROGRAM STATEMENT 2000. 2 ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

CHAPTER 10576 - BILLI NG AND ACCOUNTI NG FOR MAI NTAI NI NG PRI SONERS OF OTHERS

a. Pur pose. This chapter provides the authority, coverage, billing and
accounting procedures for maintaining prisoners of others at Bureau
i nstitutions.

b. Classification of Prisoners Mintained for Ohers.

1. At some of its institutions, the Bureau of Prisons nmintains
prisoners for the District of Colunbia.

2. In addition, the Bureau of Prisons is reinbursed by others for
mai ntaining State or territorial prisoners and for the
transportation or prisoners for other Federal agencies.

C. District of Colunbia Prisoners.

1. Authority - The laws of the District of Colunbia provide that:
"The cost of the care and custody of District of Colunbia convicts in any
federal penitentiary shall be charged against the District of Colunbia in
quarterly accounts to be rendered by the disbursing officer of said
penitentiary; and the amobunt to be charged against the district of
Col unmbi a shall be ascertained by multiplying the average daily nunber of
District of Colunbia convicts confined in the penitentiary during the
quarter by the pre capita cost for all prisoners in such penitentiary for
the same quarter but excluding expenses of construction or extraordinary
repair of buildings.” (24 D.C. C 424)

2. Coverage - For those prisoners who are commtted under |aws
exclusively applicable to the District of Colunbia (D.C.). Were prisoners
are sentenced under both D.C. and Federal |aws and the sentences run
concurrently, a charge may not be nade during any period the U S. Code
sentence is being served. However, if consecutive or "stacked" sentences
are involved, a separate conputation nust be nade for the first sentence as
t hough "standing alone.” |[If the D.C. Code sentence is first, then, as soon
as it termnates, including any forfeited, withheld, or restored statutory
and extra good tinme, the billing shall termnate. If the U S. Code
sentence is first, then, as soon as it term nates, including any forfeited,
wi thheld, or restored statutory good tine and extra good tine, billing for
the D.C. Code sentence shall begin. No billing adjustnments shall be made
for statutory good tine forfeitures, w thholdings or restorations, or extra
good time awards that occur after the beginning or termnation of the
billing process.
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* 3. Billing Procedure - The Accounting Managenent Section, Accounting
Operations Goup, Central Ofice has the responsibility for producing the
billing docunents, transmtting the bill, and entering the appropriate

transactions into the Financial Managenent System (FMS) to record the
recei vabl es and subsequent collections for the District of Colunbia.

d. State and Territorial Prisoners.

1. Authority - The United States Code, Title 18, Section 5003
provides that: "(a)(1l) The Director of the Bureau of Prisons when proper
and adequate facilities and personnel are available nmay contract with
proper officials of a State or territory, for the custody, care,
subsi stence, education, treatnment, and training of persons convicted of
crimnal offenses in the courts of such State or territory.

(2) Any such contract shall provide --

(A) for reinbursing the United States in full for all costs or
expenses i nvol ved;

(B) for receiving in exchange persons convicted of crimnal offenses
in the courts of the United States, to serve their sentence in appropriate
institutions or facilities of the State of territory by designation as
provided in section 4082(b) of this title, this exchange to be nade
according to fornmulas or conditions which may be negotiated in the
contract; or

(© for conpensating the United States by neans of a conbination of
nonet ary paynent and or recei pt of persons convicted of crimnal offenses
in the courts of the United States, according to fornulas or conditions
whi ch may be negotiated in the contract.

(3) No such contract shall provide for the receipt of nore State or
territory prisoners by the United States than are transferred to that State
or territory by such contract.

(b) Funds recei ved under such contract may be deposited in the
Treasury to the credit of the appropriation or appropriations from which
t he paynents for such service were originally made.

(c) Unl ess otherwi se specifically provided in the contract, a person
commtted to the Attorney Ceneral hereunder shall be subject to all the
provi sions of |aw and regul ati ons applicable to persons conmtted for
violations of laws of the United States not inconsistent with the sentence
i nposed.

(d) The term"State" as used in this section includes any State,
territory, or possession of the United States, and the Canal Zone."



2. Coverage - Prisoners of a State or territory who are nuaintai ned
under contract by the Bureau of Prisons.
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* 3. Billing Procedure - The Accounting Managenent Section, Accounting
Operations Goup, Central Ofice has the responsibility for producing the
billing docunents, transmtting the bills, and the entering the appropriate

transaction into the Financial Managenent System (FMS) to record the
recei vabl es and subsequent collections for each State or territory.

The O fice of Financial Managenent at the institution is no | onger
required to prepare, send, and account for State Prisoner Billings
subsequent to fiscal year 1987. However, each institution's Ofice of
Fi nanci al Managenent is responsible for nonitoring and col |l ecting any
out st andi ng anounts owed on billings prior to fiscal year 1988 (bills
prepared and transmitted in Cctober 1987 and prior).

*
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

Chapter 10577 - REI MBURSEMENT FOR FI RE FI GHTI NG AND BETTERMENT WORK

a. Pur pose. The purpose of Chapter 10577 is to set forth the
aut hori zation and procedures for the rei nbursenent services
provi ded
for fire fighting and betternent work.

b. Aut hority.

1. Laws of the united States provide:

"...the Attorney Ceneral may nmake available to the heads of the
several departnents the services of the United States prisoners
under terns, conditions, and rates nutually agreed upon, for
constructing or repairing roads, clearing, maintaining and

reinforcing public lands..." (18 U S.C 4125.)
2. Canp agreenents with the Forest Service.
C. Coverage - Inmates and officers engaged in such work.
d. Billing Procedure - Bills nmust be submtted nonthly direct to the

Oficer in Charge of the Forest activities in the region in which the
canp is located. Bills nust be prepared on Standard Form 1080 and in
accordance with the provisions of the agreenent. Tinme and Attendance

reports shall be maintained to support the billing.
e. Accounting Procedure
1. The anobunt for credit to i nmates nust be deposited to 15X6085,
Funds of Federal Prisoners and entered to the individual inmate's
account .
2. The anount for credit to the appropriation nmust be posted as a

rei mbursenent. (See Chapter 10584, Accounting for Annual
Rei nbur senent s.)
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PROGRAM STATEMENT 2000. 2 ACCOUNTI NG MANAGEMENT MANUAL

REFUNDS AND RElI MBURSEMENTS

Chapter 10580 - PURPOSE AND DEFI NI TI ONS OF REFUNDS AND RElI MBURSEMENTS

a.

Pur pose. The purpose of Chapters 10580 through 10585 is to set forth
the procedures to follow in accounting for refunds and
rei mbursenents

Definitions. The General Accounting Ofice (GAO has defined refunds
and rei nbursenents as foll ows:

1. Refunds. Refunds are defined as recoveries of anounts paid in
error and recoveries of advances. Refunds are reductions of
prior disbursenments and are not subject to apportionnent by the
O fice of Managenent and Budget. (GAO Manual for Cui dance of
Federal Agencies, Title 2, Section 4030.10b(1).)

Ref unds are defined further as repaynents for excess paynents which
are to be credited to the appropriation or fund accounts from which

t he excess paynents were made. Each refund nust be directly related
to previously recorded di sbursenents and is a reduction of such

di sbursenents. (GAO Manual for Cuidance of Federal Agencies, Title 7
Section 13.2(2).)

2. Rei nbursenents. Appropriation rei nbursenents are defined as
earnings or collections fromthe sale of comodities and services
furnished or to be furnished which by |aw may be credited to an
appropriation account. Reinbursenents do not represent a
correction or adjustnent of previously recorded di sbursenents
(such corrections or adjustnents are refunds). Rather,
rei nbursenents constitute a restoration of the original anount
appropriated by the Congress, and are subject to apportionnent by
the Ofice of Managenent and Budget. (GAO Manual for Cui dance of
Federal Agencies, Title 2, Section 4030.10b(2).)
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PROGRAM STATEMENT 2000. 2 ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

Chapter 10581 - TYPES OF REFUNDS AND REI MBURSEMENTS

Exanpl es of Refunds and Rei nbur senents

a.

Exanpl es of Refunds

Present ed bel ow are exanples of the types of transactions that occur
in the Bureau of Prisons which are considered as refunds (recoveries
of amounts paid in error or recoveries of advances).

1. Return by a traveler of his unused travel advance.

2. Unused airline or other such transportation tickets.

3. An overpaynent of a prior disbursenent.

4. Juror or witness fees remtted by Bureau enpl oyees which they had

received for jury duty. (5 USC 5515)

5. Paynments received from Federal Prison Industries for purchase
fromthe Bureau of Prisons of:

(a) Uilities which the Bureau has purchased fromutility
conpani es.

(b) Shop and warehouse stock itens.
(c) Itenms purchased fromcashier's inprest funds.

6. Farm or other products which are produced by one institution of
the Bureau and transferred or "sold" to another institution. For
exanpl e, farm products "sold" by Texarkana to Seagovill e.

Exanpl es of Rei nbursenents

Present ed bel ow are exanples of the types of transactions that occur
in the Bureau of Prisons which are considered as rei nbursenents
(earnings or collections realized fromthe sale of combdities or
services that constitute a restoration of the anount originally
appropri ated by Congress).

1. Paynents received fromstate or municipal governnents for
boar di ng non-federal prisoners.

2. Sale of neal tickets to enpl oyees.



3. Sale of utilities, produced by the Bureau, to Federal Prison
| ndustri es.
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Sal e of personal property to be used for the purchase of
repl acenent property.

Cash paynents received for the rental of residences.
Transportation in the work rel ease program but only that portion
whi ch represents the recovery of actual costs. The renaining
portion-- the excess of receipts over costs -- is to be deposited
into a Mscell aneous Recei pt account.

Transportation of prisoners for other agencies.

Payments received for fire fighting or betternent work.
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PROGRAM STATEMENT 2000. 2 ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

Chapt er 10582 - ACCOUNTI NG FOR REFUNDS

a.

Accounti ng for Refunds

Under the automated Fi nancial Managenent System the accounting
supervisor is to conplete and enter the appropriate transaction form
into the systemto affect entries to accounts automatically for the
various refund transactions. Listed bel ow are exanpl es of
transacti ons which may involve either receiving cash or setting up an
account receivable, and the required inputs to the systemfor each
type of transaction.

Cash Transacti ons

Return of an unused travel advance.

When t he anmount of an unused travel advance is returned, the
accounting supervisor inputs an 04 transaction code to affect the
followng entries to accounts:

110.3 - Net Disbursenents Dr .
180.0 - Travel Advance Cr.
( Not e. The di sbursenent did not go to the cost or allotnent

| edger when the advance initially was nade to the
traveler.)

Recei vabl e Transacti ons

1. Li sted bel ow are the types of transactions for which cash may not
be received imedi ately; therefore, require setting up an account
recei vabl e:

(a) Unused airlines or other public transportation tickets.
(b) Juror or witness fees paid to Bureau of Prison enpl oyees.
(c) Any overpaynent nmade in a prior disbursenent.

(d) Providing shop and warehouse stock itens to Federal Prison
| ndustries.

(e) Providing itenms purchased frominprest funds to Federal
Prison Industries.



(f) Providing to Federal Prison Industries those utilities which
the Bureau of Prisons had purchased.
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(g) The sale of farm products by one institution of the Bureau
to another institution of the Bureau.

When it is recognized that a refund is due and payable to the
Bureau of Prisons, the accounting supervisor is to send out an
appropriate billing statenent or invoice and enter into the
conputerized systema mnus (-) 31 transaction. |If the refund
anount is not known prior to the close of the accounting period,
an estimate nust be recorded and adjusted the follow ng nonth for
t he exact amount of the refund.

The conmputer has been programmed to generate and produce certain
specific entries to accounts based upon the 31 input transaction.
In effect, the conputer "reads" the transaction code, the

sub-obj ect cl ass, whether the ambunt is positive or negative and
ot her data to generate predesignated, programred entries to
accounts. Therefore, please note that the accuracy of the
accounts of record and reports is dependent upon the accuracy and
validity of the input information.

When the collection is received, the accounting supervisor enters
a positive 31 "(bligation Transaction"” to reverse the previously
made entry. Also, the accounting supervisor enters a mnus (-)
02 transaction to generate entries to accounts. (The accounts

af fected depend upon the data shown on the input formand entered
into the conputerized system The possible entries are too
extensive to present here.)
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PROGRAM STATEMENT 2000. 2 ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CES AND PROCEDURES

Chapter 10583 - MANAGEMENT CONTROL AND ACCOUNTI NG FOR ALL TYPES OF
REI MBURSEMENTS

a. Managenment Contro

1. Only the Chief, Financial Mnagenent Branch, Adm nistration
Division controls the issue of allotnent advises resulting fromall
rei nbursenent transactions. Oher officials and nanagers at institutions,
regional offices, or the Central Ofice are not authorized to increase
al l otments (avail abl e unobl i gated bal ance) nor to incur obligations for
rei nbursenents earned or coll ected.

2. The annual allocation issued to institutions include an anount
for reinbursenents which is based on the annual budget subm ssions of
institutions. Therefore, reinbursenment earnings or collections cannot be
obligated. Reinbursenents earned and collected in excess of the individual
estimates of institutions are controlled separately by the Chief, Financial
Managenment. I ncome earned or collections that fall short of estimates
requi re downward adjustnments of the institution allocation and w thdrawal
of that portion of the allocation that is for the estinmted rei nbursenents.

b. Accounting Control At Each Institution

1. A conputerized rei nbursenent-recei vabl e system has been devel oped
to nonitor the status of earned rei nbursenents so that the Bureau,
considered inits entirety, does not incur obligations that exceed legally
aut hori zed apportionnents, (which include estinated reinbursenents) that
have been approved by the Ofice of Managenent and Budget.

2. The Rei mbursenents - Cost Center, Budget Activity Report --
100.86 -- is used to report the estinmated rei nbursenents nade for each
fiscal year and to sunmarize and accunul ate all reinbursenent transactions
at the end of each nonth; the report is on a cunulative basis. Follow ng
is an explanation of information shown in each col um.

(a) Description Colum

This colum identifies the type or kind of reinbursenent by each cost
center within each budget activity.

(b) Estimated Col umm

The "Estimated" columm nust include all the estimted rei nbursenents
whi ch each institution submtted to the Chief, Financial Managenent on its
budgetary reports. These estimates nust be revi sed whenever a



determ nation is made which increases or decreases the original estinmated
rei mbur senents.



(c)

(d)

(e)

()

(9)

(h)
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Unanti ci pated Col um

This colum represents the type of reinbursenent earned for
whi ch an estimte was not established. Additional
obligational authority (allocations) for unanticipated

rei nbursenents or reinbursenents earned in excess of initia
estimates is controlled by the Chief, Financial Mnagenent.

Unbil |l ed Col umm

The "Unbill ed" col um shows rei nbursenents earned for which
i nvoi ces have not been prepared. Unbilled earnings nust be
entered prior to the end of each nonth. This colum nust
agree with the 100.87 report "Rei nmbursenent Unbilled

Regi ster” and with general |edger account 131.0 "Accounts
Recei vabl e - Unbill ed Appropriation Rei nbursenents -

Summar y".

Billed Col um

This colum represents reinbursenents for which bills have
been prepared, but paynent has not yet been received. This
colum nust agree with the 100.88 report "Rei nbursenent

Bill ed Register"; general |edger account 130.0 "Accounts
Recei vabl e - Appropriation Rei nbursenents - Sunmary" and
with the outstanding receivable billings for which paynent
has not been received.

Col | ected Col um

The "Col | ected" columm shows all rei nbursenents that have
been col |l ected and deposited.

Total Col um

This colum is the sumtotal of the Unbilled, Billed and
Col |l ected colums and represents total reinbursenents earned
to date.

Per Cent Col umm

This colum is conputed by conparing the total colum to the
estimated colum. |If an estimate is not present, then the
rei mbursenment automatically is classified as an
unanti ci pated rei nbursenent and appears in the unantici pated
colum. "No Est" appears in the Per Cent col umm.

The Rei mbursenment Unbilled Regi ster report--100.87--provides an
"aged" listing of reinbursenents that have been earned but for



whi ch invoi ces have not been prepared. The register lists each
unbi |l I ed rei nbursenent by payor with the conplete accounting
classification code.
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4. The Rei mbursenent Billed Register report--100.88--provides an
"aged" listing of reinbursenents for which invoi ces have been
prepared but paynent has not yet been received. This register
lists each billed rei nbursenents and accrued interest by payor
with the conplete accounting classification code. This report
must be supported by and agree with outstanding receivable
billings.

5. The Rei nbursenent by Sub- Qbject report--100.89-- shows
rei mbursenents by sub-object and is utilized by the budget
devel opnent staff.

6. Reporting frequency and distribution - each rei nbursenent report
is produced nonthly on paper and nailed to the institutions and
regions. The Supervisory Budget Anal yst, Budget Executi on,
receives a copy of each institutional report and a Bureau Summary
report.

Accounting Control - Bureau

1. Supervi sory Budget Anal yst, Budget Execution

The Chi ef, Financial Managenment is responsible for nonitoring the
process of estimating and col |l ecting rei nbursenents; he nmust include
estimated rei nbursenents on requests to the Ofice of Managenent and
Budget for apportionnents.

(a) More specifically, the Supervisory Budget Analyst, Budget
Execution, nmust review and eval uate the reasonabl eness and
accuracy of estimated reinbursements submtted by the
institutions. The Supervisory Budget Analyst, Budget
Execution estimates the total reinbursenents for the Bureau
and prepares and submt an Apportionnment and Reapportionnment
Schedul e (Standard Form 132) to the O fice of Managenent and
Budget (through the Departnent of Justice) for approval. An
acconpl i shed (approved) copy of the Apportionnment and
Reapporti onnent Schedule is provided by the Supervisory
Budget Anal yst, Budget Execution, to the Chief, Financial
Systens and Operations who conpletes a "General Ledger
Transactions" formand enters an 04 transaction in the
anount of the approved total estimated reinbursenents to
affect the following entries to accounts:

631.0 - Estimated Appropriation Rei nbursenents Dr.
635.1 - Unapportioned Appropriation Cr.

(b) The Regional Conptroller (see below) and the Supervisory
Budget Anal yst, Budget Execution, nust receive and use the



"Status of Rei nbursenments"” report to nonitor the
rei mbur senent process.
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(c) The Supervisory Budget Anal yst, Budget Execution, nust
nmoni tor and control the reinbursenents which had not been
initially included in estimated rei nbursenents. Each
institution must include on the report any rei nbursenent
anounts whi ch had not been included in the estinmated
rei nbursenents initially forwarded to the Bureau. The
institution must not obligate or expend these unantici pated
or initially underestimated rei nbursenents, but nust submt
a request through the Regional Ofice, attention:
Comptroller, to the Chief, Financial Managenent in the
Central Ofice to request an allocation for the
unantici pated or underesti mated rei nbursenents. Additiona
all ocations for unanticipated or underesti mated
rei nbursenents are considered only if the institution is
meeting its reinbursenent estimates as initially shown on
Exhi bit 10A and the Bureau overall is reaching the
rei nbursenent estimates included in the annual financi al

pl an.
d. Accounting Control - Regional Ofices

1. The Regi onal Conptroller must verify the accuracy of the
rei mbursenment reports by anal yzi ng and conparing the appropriate
rei mbursenents accounts receivable accounts and the 632.0 Earned
Rei mbur senents account. Also, the Regional conptroller nust
ensure that at institutions, reinbursenents are recorded as
earned even though billings have not yet been prepared.

2. The Conptroller nmust imedi ately notify the Supervisory Budget

Anal yst, Budget Execution of any di screpanci es.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

Chapter 10584 - ACCOUNTI NG FOR ANNUAL REI MBURSEMENTS

a.

Annual Rei nbur senent Transacti ons

The type or kind of reinbursenent transactions -- referred to as

annual rei nbursenents -- which are to be accounted for and reported

under this Chapter are listed bel ow

1. Paynents received fromstate or municipal governnents for
boar di ng non-federal prisoners.

2. Sale of neal tickets to enpl oyees.

3. Sale to Federal Prison Industries of utilities produced by the
Bur eau.

4. Sal e of personal property to be used for the purchase of
repl acenent property.

5. Cash paynents received for the rental of residences.

6. Transportation in the work rel ease program but only that portion

of receipts which represents the recovery of actual costs. The
remai ni ng portion--excess of receipts over actual costs--is to be
deposited into M scel |l aneous Recei pts Account.

7. Transportation of prisoners for other agencies.

8. Paynments received for fire fighting or betternent work.

Accounti ng for Annual Rei nbursenents

Al'l ocations include estimated rei nbursenents and are issued to
institutions before reinbursenents are earned or coll ected.

Therefore, it is nost inportant for managers at institutions, regional
offices and the Central Ofice to nonitor the status of reinbursenents
earned, regardl ess of whether the institution has prepared or
forwarded an invoice. To provide this nonitoring and control
mechani sm an aut omat ed Rei nmbur senent - Recei vabl e Sub- syst em has been
devel oped as described on the foll ow ng pages.
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Conput er Transacti on Codes

Comput er transaction codes 39 and 40 have been programmed to generate
entries automatically to the master files of information used to
produce Rei nbursenent Reports 100.86, 100.87, 100.88 and 100.89. Only
conputer transaction code 40 generates entries to certain general

| edger accounts. (Detailed instructions relating to the 39 and 40
transaction codes are presented in Chapter 10518).

| nvoi ce Nunber Descriptor, and Payor Codes

Descri ptor and Payor codes have been established as shown in Exhibits
A and B respectively. The Descriptor Code consists of 2 nunerals
which identifies the type of reinbursenent. The Payor Code consists
of 3 nunmerals which identifies the organization or other entity
responsi bl e for paynent of the reinbursenent. Requests for additions
or deletions to Descriptor and Payor Codes nust be directed to the
Chi ef, Financial Systens and Operations at the Central Ofice. (The
payor is the paying organi zation. The payee is the receiving

organi zation for which there is no code necessary).

The invoi ce nunber nust be assigned by institution staff at the tine
the rei nmbursenent is earned. Consequently, it nay be necessary to
assign an invoice nunber quite sone tinme before an invoice is
prepared. Once assigned, the sanme invoice nunber nust be maintained
through the unbilled, billed and collection phases of reinbursenent
accounting. Oherw se, transactions are going to appear on the

M smat ch Report (100.35) requiring pronpt corrections upon receipt.

At the Institution

(a) Recording Estinated Rei nbursenents

(1) Initial Estinmated Rei nbursenents

At the start of each fiscal year, a 39 transaction code nust
be prepared and entered to record the initial estimted
rei nbursenents (as reported on the "10A" Budgetary report).

(2) Revised Estinated Rei nbursenents

Each nonth, the controller, and other cost center managers
as appropriate nust evaluate the accuracy of the initial or
subsequently revised estimate and project earned

rei nbursenents to the end of the fiscal year. Wenever a
determnation is nade that the estimte needs to be revised,
a 39 transaction code nust be entered to increase or
decrease the estinmate.



(b).
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Recor di ng Rei nbur senent Tr ansacti ons

(1) Prior to the end of each nonth, the controller in coordination
Wi th cost center managers, as appropriate, nmust determ ne as
accurately as possible the anobunt of goods or services that have
been provided for which invoices have not yet been prepared.

From t hese estimates, the Accounting Supervisor nust prepare and enter
a 40 transaction code which automatically affects entries to accounts
as foll ows:

NOTE: Entry to the appropriate governnment or public account
receivable is determned automatically fromthe "Y' or "N' entered in
the "Intra Governnent" colum. Accordingly, accounts receivable are
shown bel ow as 131. X or 130. X.

131. X - Accounts Receivable Unbill ed,
Appropriati on Rei nbursenents Dr.

632.0 - Rei nbursenents Earned Cr.

When an invoice is prepared for goods or services provided, a 40
transaction nust be entered to record the billed rei nbursenent.

| f an unbilled anmount had previously been established, an entry
must be made to reverse the unbilled amunt and establish the
billed amount. The general |edger accounts automatically

af fected are:

For the Bill ed Amount

130. X - Accounts Receivabl e, Appropriation
Rei mbur senent s Dr .
632.0 - Rei nbursements Earned Cr.

For the Reversal of the Unbill ed Anpunt

632.0 - Rei nbursenents Earned Dr .

131. X - Accounts Receivabl e Unbill ed,
Appropriation Rei nbursenents Cr.

(2) \Wen paynment is received for goods or services provided,
then a 40 transaction nust be entered to record the
collection. |If paynent is received for a previously billed
rei nbursenent, the 40 transaction will record the collection
and automatically reverse the billed and interest anounts.
The general |edger accounts automatically affected are:



(c)

(d)
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For the Coll ection

110.3 - Net Di sbursenents Dr .
632.0 - Rei nbursements Earned Cr.

For the Reversal of the Bill ed Anpunt

632.0 - Rei nbursenents Earned Dr .

130. X - Accounts Receivabl e, Appropriation
Rei mbur senent s Cr.

Recordi ng Meal Ticket Coll ections

In order to affect the proper general |edger accounts for the deposit
of nmeal ticket collections, sub-object code 2699 - Sale of Meal

Ti ckets nust be used. A 40 transaction, using sub-object 2699 and a
positive amount in the collected colum automatically affects accounts
as follows:

110.3 - Net Di sbursenents Dr .
632.0 - Rei nbursements Earned Cr.
----Aso----

951.1 - Liability for Meal Tickets - Inst. Dr.
901.1 - Liability for Meal Tickets - Inst. Dr.

Recordi ng Rental of Residence Cash Coll ections

Proj ect nunber 04A; Sub-object 2330 will be used in the cash
collections of residences. This will be done in a 40 transacti on.
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FVMS DESCRI PTORS
(1) (2) (3) (4)
CONTROL GROUP FMS DESCRI PTOR AND PAYOR DESCRI PTOR TI TLE
CODES DESCRI PTI ON
“A' STATE BILLINGS _2- M 301- 400- 000- 2601 Al Various STATE | NVATE REGULAR
_2- M 301- 400- 000- 2601 A2 035 STATE | NVATE NEW MEXI CO
~2- M 301- 400- 000- 2601 A3 016 STATE | NVATE | DAHO
29- M 301- 400- 000- 2601 A4 011 DI STRI CT OF COLUMBI A | NMATE
"B" OTHER FEDERAL _2- M 301- 400- 000- 2601 B1 099 U.S. COURT ClVIL CONTEMPT
AGENCI ES _2- M 301- 400- 000- 2601 B2 085 I NS REGULAR DETAI NEE
"2- M 301- 400- 000- 2601 B3 084 GSA PERSONAL SERVI CES ( CHI CAGO
“C' TRUST FUND_2- M 301- 400- 000- 2601 Cl 099 TRUST FUND SPACE
SPACE
"D' UNI COR _2- M 301- 400- 000- 2601 DL 082 UNI COR UTI LI TI ES ( STEAM
"2- M 301- 400- 000- 2601 D2 082 UNI COR BUI LDI NG MAI NT.
"2- M 301- 400- 000- 2601 D3 082 UNI COR VEHI CLE MAI NT.
"2- M 301- 400- 000- 2601 D4 082 UNI COR - | NVATE 4TH MEAL
"E" M SCELLANEQUS _2- M 301- 400- 000- 2699 E1 099 MEAL TI CKETS
_2- M 301- 400- 04A- 2330 E2 099 RENTAL OR RES ( CASH)
~2- M 301- 400- 000- 2601 E3 099 PERSONAL PROPERTY
“F" FARM OPERATI ONS _2- M 301- 400- 000- 26D1099 FARM BY PRODUCTS
_2- M 301- 400- 000- 2601 F2 099 FARM LI VESTOCK
"2- M 301- 400- 000- 2601 F3 099 FARM M LK
~2- M 301- 400- 000- 2601 F4 099 FARM CROPS
~2- M 301- 400- 000- 2601 F5 099 FARM PERSONAL PROPERTY
"G TRUST FUNDX4- 1- 323- 536- C\VB- 2668 GL 099 TRUST FUND CO N SALES
SALES X4- 1- 323- 536- CVS- 2673 GL 099 TRUST FUND STAMP SALES
X4- 1- 323- 536- CVS- 2675 GL 099 TRUST FUND REGULAR SALES
X4- 1- 323- 536- CVS- 2677 & 099 TRUST FUND SURVEYS
X4- 1- 323- 536- CVS- 2678 & 099 TRUST FUND | NVENTORY OVERAGES
X4- 1- 323- 536- CM5- 2679 G4 099 TRUST FUND | NVENTORY SHORTAGES
X4- 1- 323- 536- CVS- 2676 G5 099 TRUST FUND PURCHASES AT SELLI NG
X4- 1- 323- 536- CV5- 2669 G6 099 TRUST FUND M SCELLANEOUS | NCOM NG
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001
002
004
005
006
008
009
010
011
012
013
015
016
017
018
019
020
021
022
023
024
025
026
027
028
029
030
031
032
033
034
035
036
037
038
039
040
041
042
043
044
045
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PAYOR CODES

Rei nbur senent - Recei vabl e Sub- Syst em

PAYOR TITLE

ALABANVA
ALASKA

ARI ZONA
ARKANSAS

CALI FORNI A
CCOLORADO
CONNECT! CUT
DELAWARE

DI STRI CT OF COLUMBI A
FLORI DA
GEORG A

HAWAI |

| DAHO

| LLINO S

| NDI' ANA

| OMA

KANSAS
KENTUCKY

LOU SI ANA

MAI NE
MARYLAND
MASSACHUSETTS
M CH GAN

M NNESOTA

M SSI SSI PPI

M SSCOURI
MONTANA
NEBRASKA
NEVADA

NEW HAMPSHI RE
NEW JERSEY
NEW MEXI CO
NEW YORK
NORTH CAROLI NA
NCRTH DAKOTA
CH O
OKLAHOVA
OREGON
PENNSYLVANI A
PUERTO RI CO
RHODE | SLAND
SQUTH CAROLI NA



046 SQUTH DAKOTA



PAYOR CODE

047
048
049
050
051
052
053
054
055
056
057
058
059
070
080
081
082
083
084
085
086
099
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PAYOR TITLE

TENNESSEE

TEXAS

UTAH

VERMONT

VI RG NI A

VI RG N | SLANDS

WASHI NGTON

WEST VIRG NI A

W SCONSI N

WYOM NG

CANAL ZONE

GUAM

SAMOA

| NVATE FUND ACCOUNT
Al R FORCE

DEPARTMENT OF JUSTI CE
UNI COR

FOREST SERVI CE
GENERAL SERVI CES ADM NI STRATI ON
| MM GRATI ON AND NATURALI ZATI ON SERVI CE
PUBLI C HEALTH SERVI CE
M SCELLANEQUS
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Chapt er 10585 - REI MBURSEMENTS - PROCEEDS FROM THE SALE OF PERSONAL
PROPERTY

TO BE USED FOR THE PURCHASE OF REPLACEMENT PROPERTY

a. Gener al

From t he standpoi nt of managenent control, proceeds fromthe sale of

personal property to be used for the purchase of replacenent property
are to be handled in essentially the sane manner as the annual

rei mbursenents. These proceeds nust be included in the estinmated

rei nbursenents along with the annual reinbursenment transactions (See

Chapter 10583).

b. Definitions

In federal accounting, all property is usually divided into two maj or
classifications, real property and personal property.

1. Real Property - consists of land and buildings and all property
permanent|ly attached thereto.

2. Personal Property - includes equipnment, food products, and any
other property that is not real property.

C. U.S. General Accounting Ofice Requirenents

The U. S. General Accounting Ofice (GAO has issued specific

gui delines applicable to the proceeds fromthe sale of personal
property to be used for the purchase of replacenent property. The
accounting procedures set forth in Chapter 10585 are in conpliance
wi th GAO requirenents.

The GAO Manual for the Guidance of Federal Agencies, Title 7, Section
15. 4, states that:

1. Except as otherw se directed, all proceeds fromthe sale of
personal property will be available during the fiscal year in
whi ch the property was sold and for one fiscal year thereafter
for obligation for the purchase of replacenent property.

2. | f the sales proceeds are received before an obligation for
repl acenent property has been incurred but an adm nistrative
determ nati on has been nade that such proceeds will be used as an
appropriation rei nbursenent to apply against an obligation which
will be incurred within the prescribed time limt, the proceeds
wll be credited to a Budget C earing Account of the agency.



The Budget C earing Account will be charged and the appropriation wll
be credited when the obligation is subsequently incurred for the

repl acenent property. The voucher nust include or be supported by
evidence that the credit to the appropriation account is applicable to
an obligation incurred for the purchase of replacenent property.
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Certification Required

A witten admnistrative determ nation nust be prepared prior to the
sal e of personal property when the proceeds of such sale are to be
used for the purchase of replacenent property. The witten
determnation in the formof a certification approved by the chi ef
executive officer then nust be cross referenced or otherw se
identified as support to all other docunents relating to the
transaction. (Refer to Chapter 13610 for further guidance).

Accounting at each Institution

1. | f the personal property is sold and delivered by the Bureau
before the collection for the sale is received, the Accounting
Supervi sor nust prepare and enter an 04 transaction to
appropriation 15F3875(10) on a general |edger transaction formto
af fect accounts as foll ows:

As appropri ate:

139.1 - Accounts Receivable, Oher Public Dr.
139.2 - Accounts Receivable, Oher Gov't. Dr. - and-
450.7 - Deposit Funds - Sal e of Personal Property -
Current Fiscal Year Cr.

When collection for the sale is made, the Accounting Supervisor nust
prepare and enter an 04 transaction to Budget C earing Account
15F3875(10) on a general |edger transaction formto affect accounts as
fol |l ows:

110.7 - Deposits, Budget O earing Account Dr.
-and, as appropri ate-
139.1 - Accounts Receivable, O her Public Cr.
139.2 - Accounts Receivable, Oher Gov't. Cr.
2. If the collection is made at the tine of the sale, an 04
transaction is prepared on a general |edger transaction form and
entered into the systemto affect accounts as foll ows:

110.7 - Deposits, Budget O earing Account Dr.
450. 7 - Deposit Funds - Sal e of Personal
Property - Current Fiscal Year Cr.
3. If the reinbursenent is an unanticipated rei nbursenent, one which

had not been included in the initial Estimte of Reinbursenents,
and transactions under a and b above have been acconplished, the
institution my submt a request to have the Chief, Ofice of

Fi nanci al Managenent consider issuing an allotnent advice for the
anount to purchase repl acenment property.



Wen repl acenent property is being procured, (in the case of an
unanti ci pated rei nbursenent, the institution nust first receive a
special allocation fromthe Bureau) the Accounting Supervisor

must enter the follow ng transactions to record the transfer:
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(a) An 04 transaction to Budget Cearing Account 15F3875(10) to
af fect accounts as foll ows:

As appropri ate:

450. 6 - Deposit Funds - Sal e of Personal

Property - Prior Fiscal Year Dr.
450. 7 - Deposit Funds - Sal e of Personal
Property - Current Fiscal Year Dr.
- and-
110.3 - Net Disbursenents Cr.

(b) A 40 transaction which automatically affects the foll ow ng
accounts to the Current Year Sal aries and Expenses

Appropri ation:

110.3 - Net Disbursenents Dr.
632.0 - Rei nbursenents Earned Cr.
5. In addition, the accounting supervisor nust prepare a standard

form 1017G "Journal Voucher" in sufficient detail to explain and
support the transfer of funds fromthe Budget C earing Account
(appropriation 15F3875(10)) to the Current Year Sal aries and
Expense appropriation. Also, the Accounting Supervisor mnust
record the transfer of funds on the Statenent of Transactions
(standard form 224).

Proceeds fromthe Sale of Personal Property - Farm Operation

| f the sales proceeds are derived fromthe sale of personal property
associated wwth a farm operation, the accounting procedures for the
collection are the sane as presented in paragraph e.1 and e.2. above.

At the end of the nonth, the Accounting Supervisor shall prepare a
SF-1081 to transfer the proceeds collected fromthe sale of farm
property and forward to the Central Ofice (Attn: Chief, Fiscal
Services) for processing. (Institutions shall not send the SF-1081
directly to the Treasury.) Al supporting docunentation shall be
attached to the SF-1081.

The Accounting Supervisor at the institution and the Central Ofice,
upon recei pt of the acconplished copy of the SF-1081, shall prepare
and enter an 04 transaction to 15X3875(10) to affect the foll ow ng
accounts, as appropriate:

(a) At the Institution




450.7 - Deposit Funds - Sal e of Personal Property - Dr.
Current Fiscal Year

110.3 - Net Di sbursenents
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(b) At the Central Ofice
110.7 - Deposits, Budget O earing Account Dr.

450.7 - Deposit Funds - Sale of Personal Property Cr.
Current Fiscal Year

(Note: This procedure does not apply to farm products
pr oduced for sale to other institutions.)

g. Accounting at the Central Ofice

See Chapter 10583
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CHAPTER 10587 - Tort C ains

a. Purpose. This chapter sets forth requirenents and procedures relating
to the disposition of Tort C ains.

b. Requirenents. The Federal Tort O ains Act, 28 USC 2672 (Public Law 89-
506), provides that a claimfor noney damages invol ving personal injury or
deat h and/or damage to or |oss of property nmay not be instituted against
the United States unless the injured party first presents the claimto the
appropri ate Federal agency for adm nistrative action. Under the Federal
Tort Clainms Act, the Governnment is not liable for acts of its enpl oyees

out side the scope of their enploynent. The Bureau of Prisons shal

consider admnistrative clainms asserted under the Federal Tort C ains Act
in accordance with the provisions of

28 CFR 14.1. The Director, Bureau of Prisons, is delegated authority by 28
CFR 0.96 and 0.172 to consider, adjust, determ ne, conprom se, settle, and
pay federal tort clains. |n accordance with the provisions of 28 CFR 0. 97,
the Director, Bureau of Prisons, has redelegated this authority to the
General Counsel and each Regi onal Counsel, as appropriate, when the claims
proposed di sposition does not exceed $2,500. dains over $2,500, and up to
$10, 000, may be settled by the Ofice of General Counsel (OGC).
Reconmendation for settlement of clains over $10,000 are referred by OGC to
the Departnent of Justice Cvil Division Tort Branch.

c. Procedures. Program Statenent 1320.02, dains Under the Federal Tort
Clainms Act, shall be used to provide guidance for filing clainms and for the
proper procedures needed to conplete the Standard Form 96, C aimfor

Damage, I njury, or Death.

When maki ng paynent of approved clains, a voucher data form shall be
prepared and schedul ed for paynment in accordance with

P.S. 2000. 2, Chapter 10715.

d. Pronpt Recording. The appropriate 02 transaction shall be entered into
t he Fi nanci al Managenent System (FM5S). The tort claimshall be charged to
the cost center which incurs the | oss using Sub-object 4201. (Exanples:

If inmate property is lost in-transit, ISMis charged. |If a staff nmenber
driving a Governnent vehicle for Food Service damages anot her vehicle, Food
Service is charged.) *
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CI ES AND PROCEDURES

CHAPTER 10588 - MEAL Tl CKETS

Pur pose. The purpose of Chapter 10588 is to set forth the procedures
for the control and handling of neal ticket inventories.

Meal Ticket Price Change. When a change is nmade in the charge for
nmeal s served in the Dining Room the enployees shall be advised of the
new price to be charged and the effective date of change.

Purchase of Meal Tickets Preceding a Price Change. Meal tickets
purchased by enpl oyees preceding a price increase will be limted to
such quantities as is necessary to carry the enpl oyee through the

cl ose of business on the day preceding the effective date of the price
I ncrease.

Establish Cut-Of. To establish cut-off in accountability for neal
tickets prior to the establishnent of a new price, the follow ng
action is required:

1. A receipt (AF-115) for all neal ticket funds on hand as of the
cl ose of business on the day preceding the effective date of the
price change will be witten

2. A deposit ticket is to be prepared, including the neal ticket
funds on hand, as of the business on the day preceding the
effective date of the price change.

3. This deposit ticket will be recorded in the records of the
institution separate fromthe prior to deposits of collections of
meal ticket sales nade at the new price of tickets.

4. Entries nmust be made to the Cashier's subsidiary stock record
cards (AF-84) for the final sale of tickets at the old price. An
adjustnment in the recorded inventory value nust also be nmade to
the stock record cards to reflect the increased val ue of the neal
tickets. Al future entries to the stock record card nust
reflect the new selling price.

5. The recorded value of the inventory of neal tickets on hand as of
the effective date of the price change nmust be increased in the
general |edger. A Standard Form 1017-G nust be prepared and an
04 transaction code entry nust be nade to affect general |edger
accounts for the anmobunt of the price increase in the current year



appropriation as foll ows:
901.1 Inventory of Meal Tickets - Institution Dr.

951.1 Liability for Meal Tickets - Institution Cr.
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In addition to the above entry, the Accounting Supervisor for the United
States Penitentiary at Terre Haute nust nake an 04 type transacti on code
entry to the general |edger to increase the value of the Bureau supply of
meal tickets as follows:

901. 2 Inventory of Meal Tickets - Bureau Supply Dr.

951.2 Liability for Meal Tickets - Bureau Supply Cr.
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CHAPTER 10589 - DEBI T CARD MEAL TI CKET PROGRAM

a. Purpose. The purpose of this chapter is to provide the policies and
procedures for the operation of the Debit Card Meal
Ti cket Program and accounting procedures to be foll owed when enpl oyees use
their debit cards in the Trust Fund and Enpl oyee Organi zation debit vendi ng
machi nes. *

b. Definition of Terns.

1. Cash-to-Card Termnal. This termnal, used to encode credits to
the debit card neal ticket, shall be located in an area easily accessible
to enployees. It is used to encode credits on the debit card and accepts
currency in denom nations of $1, $5, $10, and $20. It neither accepts

coins nor gives change. Wen the enployee inserts the debit card and
currency into the termnal, the termnal encodes the debit card with that
anount .

2. Debit Card Terminal. This termnal is used to debit (deduct)
anmounts fromthe debit card neal ticket. The Debit Card Term nal and a
printer shall be located in the staff dining area. Locations wthout staff
dining areas or with nultiple dining area | ocations should place the
termnal in a protected area easily accessible to staff. Each tine the
debit card is inserted in the Debit Card Termnal, it will deduct the cost
of a neal fromthe card and provide the cardholder with a receipt. It wll
al so display the bal ance remai ning on debit card. The enployee shall sign
and date the receipt and place it in the neal ticket box provided.

3. Data Collector. This is a hand-held conputer used to register
collections fromthe Cash-to-Card Term nal. The Register of Transactions
Report is created using the data collected and stored in the Data
Col | ector.

c. Qperation. The local Ofice of Financial Managenent is responsible
for the overall operation of the Debit Card Meal
Ticket Program The Cashier may tenporarily sell neal tickets in the case

of machine failure or malfunction until the necessary repairs are nmade. It
is strongly recommended that institutions keep a small supply of neal
tickets on hand to sell if the autonmated equi pnent fails. *

d. Meal Ticket Debit Cards. The supply of Meal Ticket Debit Cards
(debit cards) shall be stored in the Cashier's Ofice and shall be
avai l able to staff during normal Cashier hours. Lost cards shall be
reported to the Cashier so a replacenent card can be issued. No refund can
be issued for any remaining value on a | ost debit card.
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e. Collection Procedures. The Cashier and the Controller and/ or designee
are responsible for collecting funds fromthe Cash-to- Card Machi ne. There
shall be only one designee and the designation shall be in witing. The
Cashier and the Controller/designee are to collect funds fromthe Cash-to-
Card Machine at | east once a week and anytine there is a report that noney
has been | ost due to machine malfunction. |In the Cashier's presence, the
Control | er/ desi gnee shall unlock the Cash-to-Card Machi ne, renove the noney
fromthe machine, and place the noney in a bank deposit bag or container

wi th | ocking capacity.

After the funds are renoved fromthe machine, the Cashier is to connect the
Data Coll ector to the Cash-to-Card Machi ne and take a readi ng of
collections. This reading will be the source of the Register of
Transactions Report. The Cashier and the Controll er/designee shall return
i medi ately to the Cashier's Ofice where the Controller/designee will turn
the collected funds over to the Cashier. At this tine, the Cashier wll
print the Register of Transactions Report. The Cashier shall then count
the funds in the Controller/designee' s presence and conplete a Cash

Recei pt, BP-114. |In addition, the anmount of funds collected and receipted
shall be verified against the Register of Transactions Report.

Debit card neal ticket collections are to be maintained separately fromthe
| nprest Fund. The collections shall be deposited in accordance with
Chapt er 10615, paragraph c.5.

f. Use of Meal Ticket Debit Cards. In addition to purchasing neals with
the debit card, it may be used to purchase itens fromthe Trust Fund and
Enpl oyee Organi zation debit vendi ng nachines. The vendi ng machi nes have
been programred with site codes to distinguish the use of the staff debit
cards fromthe inmate debit cards. The vendi ng machi ne readings item ze
t he vendi ng purchases by the site code 301 to indicate enpl oyee purchases
and 222 for inmate purchases. Funds wll be transferred fromthe S&E
Appropriation to either the Trust Fund or the Enployee Organization, as
appropriate, based on site code readings.

1. Enployee Debit Card Used in the Trust Fund Debit Card Vendi ng
Machi nes. Wen enpl oyees use their debit cards in Trust Fund debit card
vendi ng machi nes, the anmount of the vendi ng purchases are inproperly
recorded as neal ticket reinbursenments rather than Trust Fund vendi ng
i ncone. The enployees' total transactions (determ ned by site code 301)
must be reversed fromthe S&E Appropriation and transferred to the Trust
Fund Appropriation as foll ows:

1 Negative 40 Transaction: _2 M 301 400 2698 E1 099

This entry reduces reinbursenents earned and generates the foll ow ng
entry in the general |edger:
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632. 0 Rei mbur senent Ear ned Debi t
110. 3 Net Di sbur senent Credit

1 40 Transaction: X4 1 323 536 CMS 2689 G/ 099

This entry records Trust Fund vending i nconme and generates the foll ow ng
entry in the general |edger:

110. 2 Col |l ection Debi t
717.1 Revenue-Debit Card Vendi ng Credit

A Journal Voucher (JV) shall be prepared to support these transactions.
The vendi ng machi ne reading report shall be attached to the JV.

2. Enployee Debit Card Used in the Enpl oyee Organi zation Debit
Vendi ng Machi nes. Wen enpl oyees use their debit cards in Enpl oyee
Organi zation debit card vendi ng machi nes, the anount of vendi ng purchases
is inproperly recorded as neal ticket reinbursenents rather than provided
to the Enpl oyee Organi zation. The enpl oyees' total sales transaction
(determ ned by site code 301) nust be reversed fromthe S&E Appropriation,
transferred to the Suspense Account tenporarily, then disbursed to the
Enpl oyees Organi zation fromthe Suspense Account as foll ows:

1 Negative 40 Transaction: _2 M 301 400 2698 E1 099

This entry reduces reinbursenents earned and generates the foll ow ng
entry in the general |edger:

632. 0 Rei mbur senent Ear ned Debi t
110. 3 Net Di sbur senent Credit

1 04 Transaction in 15X6875

110. 3 Net Di sbursenent Debi t
450. 9 Deposit Funds-Q her Credit

This transfers the funds to the suspense account. A JV shall be
prepared to support these transactions. The vendi ng machi ne readi ng report
shal |l be attached to the JV.

1 04 Transaction in 15X6875

450. 9 Deposit Funds-Q her Debi t
110. 4 Di sbursenents- Credit or
O her Accounting Stations
116.0 Draft Paynments in Transit Credit

This records the disbursenent to Enployee Organi zation either by draft
(116.0) or Treasury check (110.4). *
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g. Refunds. Once a credit is encoded on the debit card, refunds are not
al l oned except as permtted below Therefore, if an enployee transfers
froman institution that uses the Debit Card Meal Ticket Programto one
t hat does not, a refund cannot be given for any anmount remaining on the
enpl oyee's card at the tine of transfer. However, debit cards may be
transferred between enployees. In addition, staff should be remnded to
purchase debits in amounts sufficient to neet their needs. Refunds are
allowed in the follow ng instances only:

1. Cash-to-Card Machine Malfunction. |If noney is inserted in the
Cash-to-Card Machine and the machine fails to credit the enpl oyee's card,
the enployee is to imediately report the mal function to the
Control |l er/ desi gnee. The Cashier and the Controll er/desi gnee shal
i mredi ately collect the noney fromthe machi ne as expl ai ned in paragraph e.
and verify the mal function. The Controller/designee shall verify the | oss
by obtaining the Register of Transactions Report and conparing the anount
on the report to the cash collected. Wwen it is verified that collections
exceed transactions, the enployee reporting the loss shall receive a refund
in the amount of the | oss. The enployee shall sign the Register of
Transactions Report verifying the amount of refund received. The
Control | er/ desi gnee shall then sign the Register of Transactions Report
verifying the enployee's signature and the anount refunded to the enpl oyee.
| f collections exceed transactions, but there are no clains to the noney,

t he noney shall be deposited into 153220, M scel |l aneous Recei pts.

In the event transactions exceed collections, a note is to be nade to
the Regi ster of Transactions Report indicating the anount of the shortage.
Both the Cashier and the Controller/designee are to sign the report
indicating that they agree with the anount of the shortage. The vendor is
to be contacted imedi ately to verify the machine mal function. The machine
i nspection is to be attached to the Regi ster of Transactions Report as
supporting docunentati on.

2. Debit Card Read Errors. 1In the case of debit card read errors,
the Controll er/designee shall obtain the card fromthe enpl oyee and forward
it to the vendor for a validation reading. The vendor will return the
debit card and a validation report to the Controller/designee. Based on
the validation report, the Controller/designee shall authorize the refund.
The Cashier shall then refund the noney to the enpl oyee. The enpl oyee is
to be advised as to when the refund will be nade. |f the enployee is
unavail able at that tine because it is a non-duty day, the
Control | er/ desi gnee may hold the enployee's refund in the Cashier's safe
until the enpl oyee's next duty day. The enployee shall sign the validation
report verifying the anount of refund received. The Controller/designee
shall then sign the validation report verifying the enpl oyee's signature
and the anmount refunded to the enpl oyee.
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Once the validation report is received, the refund is to be made from
t he next collections "picked up" fromthe Cash-to-Card Machine. To account
for these funds, an adjustnent to that day's collections is to be nmade on
the Regi ster of Transactions Report. The validation report and the damaged
debit card are to be attached to the Register of Transactions Report as
supporting docunentati on.

h. Safequarding of Keys. Only three keys to the Cash-to-Card Machi ne
shal|l exist. The Controller and the designee shall each have a key. The
third key is a duplicate that is kept in the sanme manner as the duplicate
key to each cash box (Chapter 10610, and the Correctional Services Manual).

i. Visitor Meal Tickets. Each visitor's nmeal ticket is to be purchased
by the visitor's escort/sponsor with the escort/ sponsor's debit card. The
escort/sponsor may col |l ect the anobunt of each neal ticket fromthe visitor.

*
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CHAPTER 10595 - ACCOUNTI NG FOR ADVANCE | NVATE PERFORVANCE PAY FROM UNI COR

a.

C.

Pur pose. The purpose of this chapter is to set forth the procedures
to follow in accounting for advance I nmate Performance Pay (1 PP) from
UNI COR.

Accounting Procedures at the Central Ofice. The procedures, as

establi shed bel ow, shall be followed by the staff of the Fiscal
Services Unit for the receipt and distribution of advance | PP

1

Recei pt of advance MSA. At the begi nning of each quarter, UN COR
wi || advance to the Bureau of Prisons, c/o Cashier, Centra
Ofice, the quarterly allocation for IPP. The Fiscal Services
Unit at the Central Ofice shall receipt for the deposit to
15X6085 I nmate Deposit fund, the total anmount received. An 04
transaction code shall be prepared and entered into FVM5S to affect
the foll owm ng general |edger accounts:

110.3 - Net Di sbursenents Dr .
450. 8 - Advance NMSA Cr.

Distribution of Advance IPP to Institutions. Upon receipt of
approved allocation plan for IPP, the staff of the Fiscal
Services Unit shall schedul e paynent via nenorandum over SENTRY
El ectronic Mail System (EMS) for the anmounts indicated for each
institution. The Central Ofice will prepare a Journal Voucher
and enter an 04 transaction code into FM5 to affect the foll ow ng
general | edger accounts:

450. 8 - Advance | PP Dr .

110.3 - Net Di sbursenents Cr.

Accounting Procedures at the Institution. The procedures, as

establ i shed bel ow, shall be followed by the staff of the accounting
section at the institution for the recei pt and paynent of |PP

1. Recei pt of Advance IPP. At the beginning of each quarter,
staff of the Central Ofice will schedul e paynent to each
institution for their quarterly allocation for Inmate
Perfornmance Pay. Upon receipt of the nmenorandum at the
institution, staff of the business office shall assign a
Jour nal Voucher nunber and prepare and enter into FMS
(15X6085) an 04 transaction code entry to affect the




follow ng accounts: (lnstitutions nmust not report their
anount on the SF-224 but nust include the anbunt in the
total reported on the nonthly proof-check.)
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110.3 - Net Disbursenents Dr.
450. 8 - Advance | PP Cr.
Recording I PP Payroll. Once the nonthly |IPP has been prepared

and received by the business office, an 04 transaction code shal
be prepared and entered into FM5, for the total anobunt of the
payroll, to affect the foll owm ng general |edger accounts:

450.8 - Advance MSA Dr.

450.1 - | nmate Funds Cr.



P.S. 2000. 2
Chapt er 10596
Page 1

15 OCT 1986

PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10500 - ACCOUNTI NG POLI CES AND PROCEDURES

CHAPTER 10596 - REWARDS FOR CAPTURE OF ESCAPED FEDERAL PRI SONERS

a.

Aut hority - By virtue of 18 USC 3059, the Attorney Ceneral is
authorized to pay a reward not to exceed $25, 000 for
information or capture of anyone who is charged with violation of
crimnal laws of the United States or any State or of the District of
Colunbia. |If any of the said persons shall be killed in resisting
| awful arrest, the Attorney General may pay any part of the reward
money in his discretion to the person or persons whom he shall adjudge
to be entitled thereto. 28 CFR Part 7 prescribes regulations relating
to rewards.

Standing Ofer of Reward - A standing offer of reward is nmade for the

capture, or for assisting in, or furnishing
information | eading to, the capture, of an escaped Federal prisoner,
in accordance with the conditions stated in this part.

Del egation - The Chief Executive Oficer is delegated the authority to

approve, not in excess of $200 for each capture of a
prisoner and to nore than one cl aimant, as determ ned applicable and
appropriate. The Director of the Bureau of Prisons may, in
exceptional circunmstances, grant rewards in excess of $200. Bodily
harm damage, violence, intimdation, terrorizing, risks, etc., wll
be considered in determ ning the appropriate amount of reward.

Eligibility for Reward - A reward may be paid to any person, except an

official or enployee of the Departnent of
Justice or a lawenforcenent officer of the United States Governnent,
who personal ly captures and surrenders an escaped Federal prisoner to
proper officials, or who assists in the capture of an escaped Federal
pri soner.

Procedure for claimng reward - A Person claimng a reward under this
part shall present his claimwthin

months fromthe date of the capture, in the formof a letter to the
Warden or United States Marshal concerned. The letter shall state
fully the facts and circunstances on which the claimis based, and
shal | include the nane of each escapee captured and the tine and pl ace
of the capture, and details as to how the arrest was nmade by the
claimant or as to how assistance was rendered to others who made the
arrest.

Caim- The claimant's letter shall be consi dered sufficient evidence



for maki ng paynment. It should contain full information as
requi red above and be certified as required by paragraph "f"

f. Certification - The claimletter required under paragraph "e" shal
contain the following certification imedi ately
precedi ng the signature of the clainmnt:
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"I amnot an officer or enployee of the Departnent of Justice or a
| aw-enforcenent officer of the U S. Governnent."

The follow ng certification shall be typed on the claimletter:

"Reward approved for paynent (28 CF.R 7) $

(War den)
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT NMANUAL
CHAPTER 10500 - ACCOUNTI NG PCLI CIl ES AND PROCEDURES

CHAPTER 10597 - EMPLOYEE VELLNESS PROGRAM

a. Pur pose. The purpose is to provide proper accounting classification
codi ng for expenses associated with the Enpl oyee Wl | ness Program

b. Authority. The Executive Staff approved the establishnment of an
Enpl oyee Wel | ness Program for Bureau of Prisons enployees to pronote and
mai nt ai n physi cal and nental fitness.

* ¢. Accounting for Costs. All charges, including equipnent and
mai nt enance, associated with the Enpl oyee Wl |l ness Programare to be
charged as foll ows:

Locati on DU Cost Center PMVB
Central Ofice X 142 744
Regi onal O fice X 242 744

| nstitution M 342 744
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Cct ober 26, 1987

BUREAU OF PRI SONS
WASHI NGTON, D. C.

PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10600 - CASH ACCOUNTI NG

Chapt er Title

10605 Abbreviations Used in the 10600 Series
10610 I nternal Control

10615 Col | ecti ons

10620 Deposits

10625 Purchases and M scel | aneous Cash Paynents
10630 Travel Advances

10635 Savi ngs Bonds

10640 Draft Paynent System *
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10600 - CASH ACCOUNTI NG

CHAPTER 10605 - ABBREVI ATIONS USED I N THE 10600 SERI ES

a.

Pur pose. These chapters establish procedures that nust be followed in
controlling and accounting for cash resources at each institution.

Requi renments. Accounting technicians nmust follow the procedures
provided in the "Manual of Procedures and Instructions for Cashiers,”
31 U S.C 3321 and the policies in the 10600 series.

Abbrevi ations Used in the 10600 Seri es.

Abbr evi ati ons

JV Jour nal Voucher

FNVS Fi nanci al Managenent System

FRB Federal Reserve Bank

GIR Gover nnment Transportation Request
RFC Regi onal Fi nance Center

TFRM Treasury Fiscal Requirenents Manua

This section of the Accounting Managenent Manual refers to "cashier™
and "alternate cashier” as a job related function of an accounting
techni ci an, not as separate positions.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10600 - CASH ACCOUNTI NG

CHAPTER 10610 - | NTERNAL CONTRCOL

a.

Pur pose. This chapter sets forth the adm nistrative procedures to be
foll owed at each institution for maintenance of an inprest fund.

Definition. An inprest fund is a fixed cash or petty cash fund in the
formof currency, coin, or governnment check which has been advanced by
an official government disbursing office to a designated cashier for
cash paynent or other cash requirenents as specified in the

desi gnation or authorization.

Desi gnati on and Revocation of Principal and Alternate Cashiers. An
SF- 211 shall be prepared in duplicate for each principal and alternate
cashier (hereafter referred to as cashier and alternate). Once this
is acconplished, the RFC will issue reinbursenent checks to either the
cashier or alternate. However, only one cashier at a tine (usually
the principal) will be responsible to the RFC for the entire anmount of
the facility advance.

Assum ng the cashier is responsible to the RFC for the entire facility
advance, the cashier may advance sufficient funds to the alternate to
cover a few days operation. The alternate is responsible to the
cashier for this advance and may not submt rei nbursenent vouchers to
t he RFC.

When the cashier will be absent for an extended period, the cashier
shall transfer the entire facility advance to the alternate via the
SF-1129 in accordance wth the Manual of Procedures and Instructions
for Cashiers. Upon the principal's return, this procedure shall be
reversed. 1T 1S NOT NECESSARY TO PREPARE A SF-1129 (Request for
Change in Inprest Fund) TO COVER THESE TEMPORARY TRANSFERS OF
RESPONSI BI LI TY.

SF-211s shall be prepared in accordance with the Manual of Procedures
and Instructions for Cashiers. The follow ng points shall be kept in
m nd:

1. The institutions are responsi ble for obtaining their supply of
SF-211s;
2. The institutions are responsible for conpleting Sections | and

The follow ng are specific instructions for certain sections of the



gui del i nes:

(a)

Subsection "f" provides for "Mxi num Cash Advance." The
anount to be entered here is the total facility advance for
the institution and is the maxi mnum anount either cashier my
hold. The same anmpbunt shall be entered on each SF-211

whet her it covers the cashier or the alternate.
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(b) Anmount to be advanced - \Wen designating an alternate, this
bl ock shall be shown as "None" since the alternate w ||
receive funds fromthe principal. Wen designating a
princi pal and the new principal will receive his/her funds
by transfer fromthe outgoing cashier, this block shall be
| eft bl ank.

(c) Subsection "i" provides for class and type of cashier to be
designated. Wen subm tting request for cashier
desi gnations throughout the regional office, include al
pertinent information on the SF-211.

(d) The signature box under sub-section "k" is to be left bl ank.

(e) The title box under sub-section "I" should show "Regi ona
Director”, Bureau of Prisons.

(f) A new SF-211 is required whenever there is a change in the
maxi mum cash to be authorized, |ocation of cashier, nanme of
cashier or class of cashier. A newformis not required
when changing fromprincipal to alternate cashier or vice
ver sa.

(g) The original and copies of the SF-211 and a transmttal
letter to the RFC using institution |etterhead and nmaki ng
provision for signature of regional director, Bureau of
Prisons will be sent to the regional office for signature
and transmttal to the RFC

SF-1129 is prescribed for use by admnistrative agencies. This form
is to be used to request changes in inprest funds or cashier
functions. Exanples are:

1. | ncreases or decreases in the funds held within the maxi num
approved anpunt.

2. Revocation of cashier designation.

3. Li qui dati on of the advance in cases where the designation is not
revoked at the tine.

4, A permanent change fromcashier to alternate or vice versa. DO
NOT USE FOR TEMPORARY CHANGES.

5. An original and three copies of SF-1129 will be prepared in the
fol | om ng manner:

a. The original and two copies will be submtted to the Chief
Di sbursing O ficer or RFC as applicable.



b. The third copy will be forward to the regional director as

an information copy.

Mai nt enance of Cash. The anpunt of
m ni mum consi stent with institution
I n accordance with section three of
and I nstructions for Cashiers", the
controlling the amunt of cash held

cash on hand should be held to the
and other facility requirenents.
Treasury's "Manual of Procedures
criteria for determ ning and

shal | be:
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1. When the source of funds is reasonably close to the facility and when
no nmore than 24 hours' notice is required to obtain cash:

(a) Two weeks' requirenment when the anount is |ess than $10, 000
(except if the anpbunt is |ess than $2,000, the anobunt of cash held can be
based on ampbunt needed to enable cashiers to prepare a repl eni shnent
voucher no nore frequently than once a nonth);

(b) One week's requirenent when the anount is $10,000 or over but
| ess than $100, 000;

(c) Three days' requirenment when the anmount is $100, 000 or over.

2. When the source of funds is not reasonably close to the facility and
nore than 24 hours' notice is required to obtain cash:

(a) One nonth's requirenment when the amount is |less than $10, 000;

(b) Two weeks' requirenent when the anount is $10,000 or over but
| ess than $100, 000;

(c) One week's requirenment when the anount is $100, 000 or over.

3. When source of funds is renote:
(a) One nonth's requirenment when the anmount is | ess than $200, 000;
(b) Two weeks' requirenment when the anount is $200, 000 or over.

Cash requirenents not neeting the above criteria shall be requested in
witing to the appropriate Regional Director. A copy of the request shal
al so be submtted to the Chief, Ofice of Financial Mnagenent, Centra
Ofice.

If it is found that on the basis of experience or because of changed
conditions an excessive anount of cash is being maintained, the chief
executive officer of the facility will take action to have the fund reduced
to a |l evel commensurate with operating needs.

f. Control of Funds Sent by Mail. COccasionally, refunds of overpaynents
or checks for unused travel advances wll be transmtted through the mail.
Internal controls nust be nmaintained to prevent the person that deposits
recei pts fromreceiving cash, checks, and noney orders through the mail
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Therefore, the controller nust designate a person other than the cashier or
alternate cashier to receive and open mail. The person designated to open
mail shall log in all cash, checks and noney orders received. The cashier
or alternate cashier will verify these anounts by initialing the |og noting
that funds sent through the mail have been received. Once a nonth, the
controller shall verify the anpbunts posted in this | og against the receipts
posted by the cashier to ensure that every negotiable itemreceived through
the mail is accounted for.

g. Safekeeping Facilities. The cashier's office nust be secure and
separate fromthe other offices and nust be |ocked at all tinmes. Each
cashier and alternate cashier shall be provided wth a sturdy and ot herw se
substantial cash box with a lock or a separate cash drawer to which only
he/ she has access.

The controll er, budget and accounting (B&A) officer, accountfng

supervi sor, cashiers, and alternate cashiers shall be issued personal rings
with keys to the cashier's office or a key to a | ock box containing the key
(Fol ger Adans-type) to the cashier's office. Only Fol ger Adans-type keys
may be turned in to the control center. The keys maintained in control

nmust be kept in a | ockbox to which only the individuals listed in this

par agr aph have keys. Keys other than Fol ger Adans-type keys shall not be
turned into control. *

Aut hori zed personnel only are allowed in the cashier's office. Persons
authorized are limted to those whose presence is required in the cashier's
office to conduct official business. Persons that are required to be in
the cashier's office to conduct official business nust be acconpani ed by
the principal or alternate cashier.

Cash boxes and cash drawers nust be kept in a safe or vault. Separate
conpartnents equi pped with separate | ocks for the cashier and the alternate
cashiers nust be provided in the cashier's safe or vault. Each cashier
must keep hi s/ her respective cash box and neal tickets in the assigned
conpartment whi ch nust be kept | ocked when not in use. A duplicate key to
each cash box or each conpartnent in the safe or vault shall be sealed in a
separate envel ope having the follow ng statenment typed thereon and nust be
dated and signed by the Warden:

"This envel ope containing the extra key to the cash box and the extra
key to the cashier (or alternate cashier) conpartnent of the cashier's
vault or safe shall be opened only in the presence of two nmenbers of
the followng commttee of three:
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Controller

One other clerical enployee

Cashier (witness opening of the alternate cashier's envel ope)
Alternate Cashier (w tness opening of the cashier's envel ope)

Si gned

(Chief Executive Oficer)"”

These envel opes nmust be kept in the tel ekey cabinet. No enployee, other
than the controller, B&A officer, assistant controller where there is no
B&A of ficer, cashier, or the alternate cashier(s), will be provided with or
have access to the conbination of the safe. The safe conbination nust be
changed at | east once each year or whenever there is a change in any one of
the positions stated above. Institution |ocksmths, or |ocally-procured
services of a locksmth, may be used in obtaining the necessary technical
instructions to change the safe conbination. A log permanently posted
inside the safe shall be kept as a record of all changes to the

conbi nati on

Remai nder of page |left blank intentionally. Next page nunber is Page 5.
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The actual settings of the new conbinati on nust be personally
performed by the cashier or alternate; the | ocksmth nmust not have
knowl edge of the conbination. To maintain conplete control, the

| ocksmth shall not have access to the conbination to the cashier's,
Trust Fund's or controller's safe. The safe of the cashier nmust not
be used as a storage space for m scellaneous itens not pertaining to
the official duties of the cashier. Keepsakes, Red Cross, and/or
Combi ned Federal Canpaign collections, inmate val uabl es and enpl oyees'
club funds may not be kept in this safe. Cashiers nust |ock and turn
the dial on the safe or vault any time they |eave the office.

Responsibility. The cashier or their alternates are personally liable
for all nonies comng into their possession. They nust receive,
deposit or otherw se account for all cash resources received by the
institution. Under no circunstances will cashier funds be m ngl ed
with private or unofficial funds.

Reporting Undeposited Collections. In accordance with Treasury
regul ations, receipts shall be reported on a collection basis.
Therefore, undeposited collections on hand at nonth end nust be
reported in Sections I, Il and Ill on the SF-224 and considered in
cash reconciliations.

Verification of Cashiers' Accounts

1. Treasury Departnent, Division of Disbursenent procedures and
regul ati ons require an unannounced verification and audit of
i nprest funds of cashiers functioning under 31 U S.C. 3321. The
requi renents for performng the above verification and audit
function are to be devel oped by each agency as part of its
overall system of managenent and control.

2. It is the policy of the Bureau of Prisons that an unannounced
verification of the cashier's and alternate cashier's inprest
funds shall be made at | east once each quarter by the controller
adm nistrative officer or another enployee other than the
cashier. Verification of the cashier's and alternate cashier's
funds shall be made simultaneously or with one i mredi ately
follow ng the other so that the inprest funds cannot becone
m ngl ed between the cashiers. Meal tickets, postage stanps and
ot her accountable itens shall be verified at the same tine. The
controller's inventory of neal tickets and postage stanps shal
be verified by the accounting supervisor using an AF-84 stock
record card. Also, stanp inventories maintained by unit
managenent for inmate distribution nmust be verified by the
controll er of designee on a quarterly basis.

3. It is the policy of the Bureau of Prisons that the regional
conptroller or a nenber of the conptroller's staff shall make, at



| east once each fiscal year, an unannounced verification of

i nprest funds at each institution within their region. This
verification of inprest funds shall also include a verification
of the controller's inventory of neal tickets and postage stanps.
This must be done for the purpose of determning that all funds
are properly accounted for, the anmount of funds are not in excess
of cash requirenents and that adequate protection procedures

agai nst |l oss or msuse are foll owed.
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4. A BP-Acctg-3 shall be used for both unannounced verifications and
audits. These verifications will have no affect on the SF-1129
required for the end of the nonth rei nbursenent. The
verification shall consist not only of counting the cash on hand
but al so verifying the follow ng:

(a) Receipts - The amobunt of cash and cash itens conming into the
hands of the cashiers since the |ast BP-Acctg-3.

(b) Disposition - Disposition of cash and cash itens.

(c) Balances - Bal ances of cash and cash itens on hand at the
time of the verification.

(d) Energency Trust Fund Keys - A witten statenent on the
reverse side of the BP-Acctg-3 signed by the controller
verifying that the Enmergency Trust Fund Keys are secured.

(e) Ilnventory of Unit Managenent Postage Stanps - A witten
statenent on the reverse side of the BP-Acctg-3 signed by
the controller verifying that accurate postage stanp
inventory records are maintained by unit managenent.

(e) Mscellaneous - Verification of other accountable itens as
indicated in Section IV on BP-Acctg-3.

5. When unannounced verifications of the cashier's accounts are
made, a copy of the BP-Acctg-3 nust be forwarded to the regional
conptroller within ten days after conpletion. (This does not
apply to the SF-1129 required with rei nbursenents.) (The
BP- Acct g- 3 nmust indicate "UNANNOUNCED VERI FI CATION." These
verifications should be staggered so as to permt the el enent of
surpri se.

Repl eni shnent. The cashier's rei nbursenent vouchers shall be prepared
and submtted at |east weekly. A copy of the SF-1129 will not be
required to be submtted with the SF-1166 for repleni shment of the
inprest fund. On the | ast workday of each nonth or whenever there is
a transfer of accountability between cashiers, a signed SF-1129
accounting for the inprest funds wll be sent directly to the RFC who
advanced the funds to the cashier as an accountability report. The
accountability report will be noted to show the nunber of

rei mbursenent vouchers submtted during the nonth and the total dollar
value and will be clearly marked "Accountability Report." A

rei mbur senent voucher nust be submtted at the close of each fisca
year for all expenditures nmade through Septenber 30 not previously

cl ai med.

Reporti ng Funds Accountability to Treasury




On the | ast workday of each nonth or whenever there is an

i ncrease or decrease in the anount advanced or a change in
cashiers, a signed SF-1129 shall be submtted to the RFC that
i ssued t he advance.
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2. Only one enpl oyee, the cashier's supervisor, need make the cash

verification and sign the original and one copy of the SF-1129 in
t he box marked "Approved." Signature in this box wll indicate
the itens |isted under "Status of Funds" have been verified and
found correct.

3. Al'l tapes and papers, properly identified, supporting the cash
count should be attached to the file copy of the SF-1129. The
certification shall be signed on both the original and copy.

4. The BP-Acctg-3 shall continue to be used for unannounced
verifications only.

5. The signature or initials on the face of the SF-1129 verifying
t he anobunt of the sub-vouchers may be the sane as the enpl oyee
who made the cash verification

6. | f the cashier does not have any transactions during the nonth,
the cash verification will be nade on the |ast day of the nonth.
Where two or nore reinbursenent vouchers are processed, the cash
verification is required on only one, the first reinbursenent
voucher of the nonth.

m Itens Authorized in Safes. Only itens related to the Ofice of

Fi nanci al Managenent operation shall be maintained in the cashier's safe.
Therefore, the only itens authorized to be maintained in the safe shall be:
1) cashier's cash (including unpaid vouchers); 2) Savings Bonds; 3) credit
cards; 4) GIR s; 5) CMs Form 14's; 6) neal tickets, and 7) checks

(it ncluding payroll/airline ticket). Accountability for these itens is as
fol |l ows:

1. Cash - SF-1129 and BP-Acctg-3

2. Savi ngs Bond - Register of Bonds held for safekeeping

3. Credit card - Register of credit cards received, date issued and
person issued to

4. GIR s - Register of GIR s received, date and person issued to

5. CVMB Form 14 - Register of forns received, date issued and date
returned

6. Cash Meal Tickets - Register of inclusive nunbers of tickets
recei ved

7. Checks/airline tickets held for enployee or innmate pick-up

n. Pr ocedures for Handling Losses

1. Reporting the loss, shortage or theft of the cashier's and
alternate cashier's cash (official funds). Al facts wll be
reported i medi ately to the RFC who advanced the funds, the
appropriate regional director and the nearest field office of the
United States Secret Service and Federal Bureau of I|nvestigation
(FBI'). Small |osses or shortages which m ght be the result of




errors in change nmaking, etc., need not be reported to the Secret
Service or FBI if there is no identification of irregularity or

i nproper action (Section 5 of the Manual of Procedures and

I nstructions for Cashiers).

Accounting for overages and shortages. Cashiers, when so
directed, wll imedi ately make good any shortages. Any overages
will be deposited to the M scell aneous Recei pts Account 151060
(Forfeiture of Uncl ai ned Money).
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT NMANUAL
CHAPTER 10600 - CASH ACCOUNTI NG

CHAPTER 10615 - Coll ecti ons

a. Pur pose. The purpose of this chapter is to set forth the procedures
to follow when controlling and accounting for cash resources that are
recei ved or coll ected.

b. Cash Receipts. Cash receipts nust be accounted for as foll ows:

1. Cash Receipts (BP-114) are prenunbered in triplicate and printed
i n bound books with 150 receipts to a book. The original nust be given to
t he payee, the second copy nust be attached to the adm nistrative copy of
the deposit tickets, and the third copy nmust remain in the book. The used
books nust be retained until destruction is authorized.

2. The cashier nmust issue a Cash Receipt for all cash, noney orders,
checks, or drafts which are received regardl ess of the source. Separate
recei pts for sales of cash neal tickets nust be prepared before each
deposit with the inclusive nunbers of the tickets sold indicated on the
receipt. Meal ticket collections are to be deposited to the S&E
appropriation in effect at the tinme the neal tickets are sold. Separate
recei pts shall be prepared for cash neal tickets sold prior to October 1
and for cash neal tickets sold on or after Cctober 1 of each fiscal year.

3. Only synmbol nunbers of the fund accounts to be credited are to be
i ndi cated. M scell aneous recei pts account synbols nmust be taken fromthe
"Recei pts and Appropriations and O her Fund Account Synbols and Titles"
bookl et as published by the Departnent of Treasury, Bureau of Accounts,
Di vi sion of CGovernnent Financial Operations.

4. When it is necessary to void a cash receipt, all copies nmust be
marked "VO D' in large letters, initialed, and dated by the cashier. The
original (white) nust be attached to the triplicate copy (blue) and both
remain in the book. The duplicate copy (yellow pink) shall be forwarded to
t he account, who shall maintain accountability for receipts.

5. In those institutions where the cashier accepts collections or
UNI COR and the remttance requires no receipt, the original receipt nmust be
attached to the appropriate invoice and nust be forwarded to the UN COR
account .

C. M scel | aneous Col |l ecti ons.

1. Collections of jury and witness fees from Bureau enpl oyees. Fees
recei ved by Bureau of Prisons enployees for serving as wtnesses or for
jury duty are "refund" transactions and nust be accounted for as prescribed




in Chapter 10582 of this Program Statenent.
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(No paynent for jury or witness services in Federal courts may be nmade to a
Federal enpl oyee, except that per diemin |ieu of subsistence may be paid
in accordance with Federal Travel Regul ations.)

2. Collections of bid deposits. Bid deposits are defined as bond
guarantee anounts representing a bidder's ability to performa contract in
the event of an award. Checks or noney orders fromcontractors for bid
deposits shall be held uncashed by an Accounting Technician in the safe or
vault. Upon award, the uncashed bid deposits will be returned to the
unsuccessful bidders. The successful bidder's deposit nust be returned
after the contract has been signed.

Pl ans and specifications (specs) deposits are defined as anmounts presented
by bidder's for copies of the plans and specifications of a contract.

Bi dders are advised that these anmounts will be returned to themonly after
t he plans and specs have been returned. Plans and specs deposits shall be
deposited to the 15X6875. 10 account upon receipt. |If the plans are
returned, a check shall be paid to the bidder fromthe 15X6875. 10 account.
If the plans are not returned within three years, the funds shall be

di sbursed from 15X6875. 10 and coll ected to M scel | aneous Recei pts Account,
153220.

3. Collections received in foreign currency or checks drawn on
foreign banks. Foreign currency collections may be deposited with the
Federal Reserve Bank of New York in accordance wth the Treasury Fi nanci al
Manual , Part 5, Chapter 6000. Checks drawn on foreign banks, whether
payable in U S. dollars or in a foreign currency, nmay be deposited with
Mel | on Bank in accordance with the Treasury Financial Manual, Part 5,
Chapt er 6000. However, foreign currencies can be exchanged in | ocal banks
and the doll ar proceeds deposited in | ocal authorized depositories for
credit to the account of the Treasurer of the United States (P.S. 2000. 2,
Chapter 10967, page 2).

4. Collection of enployee's club profits. Fifteen percent of
enpl oyee's club profits derived fromd ass 1 vending machi nes shall be
deposited into the Trust Fund Operation, 15X8408 (P.S. 3721.04, Enpl oyee
Organi zati ons, February 24, 1992). To record the collection, a 40
Transacti on usi ng Sub-object 2669, Payor Code 099, and Descriptor Code G6
must be entered into the Financial Managenent System (FMS).

5. Collections received fromneal tickets (debit card and cash).
Col l ections received fromthe Debit Card Meal Ticket Program shall be
deposited into the Current Year Sal aries and Expenses (15_1060)
Appropriation. To record the
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collection, a 40 Transaction using Sub-object 2698, Payor Code 099, and
Descriptor Code E1 nust be entered into FMS.

Coll ections received fromthe sale of neal tickets shall be deposited into
the Current Year Sal aries and Expenses (15 1060) Appropriation. To record
the collection, a 40 Transacti on usi ng Sub-object 2699, Payor Code 099, and
Descri ptor Code E1 nust be entered into FMs.

Debit card neal ticket collections and cash neal ticket sales shall be
mai nt ai ned separately from I nprest Funds.

6. Oher collections. The follow ng are other common coll ections and
t he proper appropriation or account to which the collection nust be
deposited (see P.S. 2000.2, Chapter 10518, for proper 04 or 40 Transactions

for entry into FMS).

Col | ection Type Appropri ation/
Account

Accounting &

Audit Fees M sc. Receipts 153220
Damage to Gover nnment

Property M sc. Receipts 153220
D.C. Prisoner Billings

& Receipts M sc. Receipts 153220
Di vi dends & Ear ni ngs

Recei pts M sc. Receipts 153223
Enpl oyees d ot hi ng

Advance Pay Ref und 15 1060

Federal Taxes -
Rel ocati on
Freedom of I nformation

Budget C earing

15F3875( 10)

Act (FO A) M sc. Receipts 153220
Funeral Trip OT for

Escorted | nmates M sc. Receipts 153220
| nterest Due on

Overdue Bill M sc. Receipts 151435
Meal Ticket Sales

to Enpl oyees

(Cash and Debit Card) Rei nbur senent 15 1060*

Medi care Taxes
Moni es Confi scat ed

Budget C earing

15F3875( 10)

from Il nmates M sc. Receipts 151060
Moni es Found on

I nstitution Prop. M sc. Receipts 151099
Moni es of Unl ocat ed

| nmat es $25 or nore Deposit Fund 20X6133
Moni es of Unl ocat ed

| nmat es Under $25 M sc. Receipts 151060



Par cel Post Package
Recei pts M sc. Receipts 153220



Pay Phones Comm ssion
Sal e of Personal Property
Phot ocopyi ng Fees
Real Property Sales
Rental of Residences
to Enpl oyees
Rental of Space to
Enmpl oyee's O ub
Sal e of Enpl oyee d ot hi ng
Sal e of Farm By-products
Scrap and Sal vage Sal es
Recei pts
State Prisoners Billings
& Receipts
State Taxes - Relocation
Uilities (Manufactured
by Bureau)
Uilities (Purchased)
Suspense Bureau of Prisons
Ref und of Moni es
Erroneously Recei ved
and covered

7. Alunm num can recycling program

M sc. Receipts
Budget C earing
M sc. Receipts
M sc. Receipts

Rei nbur senent

M sc. Receipts
M sc. Receipts
Budget C earing
M sc. Receipts

Rei mbur senent
Deposit Fund

Rei nbur senent

Ref und
Deposit Fund

Deposit Fund

establish at the discretion of the Warden.

generated fromthe sale of alum numcans wll
the cans were originally purchased with appropriated or other than

appropriated funds.

Enpl oyee's C ub, Inmate Organizati on,

recycling progran(s).

operate a recycling program an Institution Suppl enent shal
to indicate how the proceeds fromthe programwl |

(a) Appropriated funds.

The Warden is to decide which area(s),
or the institution wll
| f the WArden decides that nore than one area Wl |
be devel oped
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153220
15F3875( 10)
153220
153220

15_1060
153220
153220
15F3875( 10)
153220

15_1060
15X6875( 10)

15_1060
15_1060
15X6875( 10)

20X1807

be divi ded.

Recycling prograns may be
The disposition of the proceeds
di ffer dependi ng on whet her

Trust Fund,
operate the

If the cans were originally purchased

Wi th appropriated funds (usually not the case in the appropriate General

Services Adm nistration (GSA) Regional
the cans in accordance with Federal
In accordance with 40 U . S.C. 485 (a),

101-45.103. 1.

Ofice to arrange for the sale of
Property Managenent Regul ation, 41 CFR
the funds received

fromthe sale nmust be deposited into the Treasury as m scel | aneous

receipts.
Fund Proprietary Receipts,

Ledger Accounts.

To record the deposit,

| ncone Gener a

an 04 Transaction nust be made to General
Not Ot herw se C assified Appropriation (153220),
debiting the 780.1, Unavail abl e Recei pts Deposited -
Station, and crediting the 730.0,

Own Accounti ng
Fund Recei pts,

Gener al
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(b) other than appropriated funds. Wen other than appropriated
funds (i.e., Trust fund, Enployee or |Inmate

Organi zations) are involved, the Environnental Protection Agency (EPA) has
determ ned that these nmay be sold w thout assistance from GSA. EPA

gui delines state that the funds may be used for ongoi ng operational costs

or as charitable contributions (Devel oping a Conprehensive Federal Ofice

Recycling Program Environnental Protection Agency, Ofice of

Adm ni stration and Resource Managenment PM 215, COctober 1990). The

gui delines on how to apply the proceeds fromthe sale of alum numcans are
as follows:

(1) Trust Fund: The Trust Fund may establish an al um num
can recycling program Since the Trust Fund does not use appropriated
funds, the proceeds fromthe sale of alum numcans can be treated as incone
for the Trust Fund Operation. To Recycling Prograns |Inconme, Descriptor
Code G6.

EPA regul ati ons recomend that contracts for the sale of recyclable itens
be conpetitively bid. However, the institution may contact its regional
GSA office to use an existing GSA contract for the sale of the cans
(Devel opi ng a Conprehensive Federal office Recycling Program October

1990) .

(i1) Enployees' dub and Inmate Organi zations:
The enpl oyees' C ub may establish an al um num can recycling program An
| nmat e Organi zation may only establish an al um num can recycling programi f
the Trust Fund does not establish one (P.S. 5381.3, inmate Organi zations,
May 31, 1983). The proceeds from al um num cans col | ected by these
organi zati ons may be donated to charities or used as organi zation incone.

8. Reqi ster of Coll ecti ons.

(a) The Register of Collections (AF-116) is a bound book in which
all cans receipts nmust be recorded. Deposit ticket nunbers and the
di sposition of funds received nust be posted.

(b) The principal Cashier and each alternate nust nmaintain
separ at e books.

(c) The information to be shown in the register is nostly self-
expl anatory. Care nust be exercised to ensure that descriptions are brief
and accurate. The balance on hand at any tinme nust represent the sum of
the individual itenms for which the date and deposit ticket nunber have not
been entered. A recap of totals by appropriation shall be prepared
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at the end of each nonth. This recap nust reflect the sanme codi ng as
entries made to FMS.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10600 - CASH ACCOUNTI NG
CHAPTER 10620 - DEPCSI TS

a. Purpose. This chapter sets forth requirenents and procedures relating
to the deposit of collections.

b. Requirenents. In accordance with the Treasury Financial Mnual (TFM,
Volume |, Parts 5 and 6, the Bureau of Prisons has established the
foll ow ng deposit requirenents:

1. Deposits shall be made whenever total receipts reach $5,000. In
addi tion, deposits shall be nade every Thursday, regardl ess of the anpunt
accumnul at ed. *

2. Al Treasury checks totaling $5,000 and over shall be deposited on
the day received at the nearest Federal Reserve Bank (FRB) in accordance
with | TFM 6-8030. 30.

3. The Deposit Ticket (SF-215) shall be used for all deposits.

The deposit date entered on the SF-215 shall be based on the cut-off tine
at the bank (i.e., bank cut-off tine is 2 p.m, any deposit delivered prior
to 2 p.m is considered that day's business. Conversely, any deposit
delivered after 2 p.m is considered the next day's business). All
deposits shall be nade as |late as possible prior to the cut-off tinme to
maxi m ze deposit anounts.

4. Endorsenent of checks shall include:

I Agency Nane;

I the words "For credit to the U S. Treasury";

I the date of endorsenent;

I the CASH LINK Identification Nunber (CIN);
The CINis a nine-digit nunber assigned to each Agency Location Code by the
Federal Reserve System (I TFM 5-2000). The CIN shall be used on al
deposit tickets and check endorsenents. To obtain the CIN and CASH LI NK
software, contact the Departnent of Treasury, Financial Mnagenent Service
at (202)874-6554 or
(202) 874-6757.

c. Procedures. One of the follow ng procedures shall be used when naking
a deposit with either a general depository or a Federal Reserve Bank.
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1. General/Local Depositories. "Authorized Local Depository” wll
mean any general depository which has been approved by the U S. Treasury to
recei ve deposit tickets and return themdirectly to the depositor. Checks
deposited with general depositories do not need to be sorted, but nust be
acconpani ed by an addi ng- machi ne tape or other |isting, unless other
arrangenments have been nade by Treasury.

2. Federal Reserve Banks (FRB). Cash and checks will be recorded on
separate deposit tickets (SF-215s) when depositing with an FRB. A cash
deposit and a check deposit constitute one deposit per day in accordance
with TFM Volune |, Part 5,

Chapt er 4000, Section 4020, and TFM Volune |, Part 6, Chapter 8000,
Section 8030.30. The cash shall be sorted and packaged in accordance with
TFM Volune |, Part 5, Chapter 2000, Section 2050.20a. Checks deposited
with a FRB do not need to be sorted, but nmust be acconpani ed by an addi ng-
machi ne tape or other listing showng the item amounts and the deposit
total .

3. Reference to the pre-printed deposit ticket nunber must be used in
the appropriate cash and collection record books to clear all receipt
itens. Receipted (confirnmed) copies nust be retained for audit purposes.
Institutions may not establish their own deposit ticket control nunbers for
recording in the cash collection record; however, they may use their own
control nunbers for entry into FMS.

4. Distribution of copies of the deposit ticket nust be in accordance
wth TFM Volunme |, Part 5, Chapter 5000, Section 3000, Appendix 1. An
adm ni strative copy of the deposit ticket nmust be submtted to the
Accounting Supervisor for posting purposes.

5. The Accounting Supervisor shall be furnished any supporting
docunents which nmay have been received with remttances. These include
copies of the bills being paid, transmttal forns or |etters acconpanyi ng
remttances, etc., and the related duplicate copies (yellow or pink) of the
BP-114, Cash Recei pt.

6. Based on the type of financial transaction, the Accounting
Supervi sor nust prepare the appropriate forns and enter appropriate
transaction codes into FMS.

d. Transmttal of Deposits to Treasury. One of the follow ng nethods
shall be used to nmake deposits to Treasury to ensure protection against
| osses in transit:

1. Hand-delivered deposits by the Accounting Technician/ Cashier or
alternate with the FRB or authorized | ocal depository;
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2. Deposit by mail with the FRB or authorized | ocal
depository;

3. The Secretary of the Treasury nmay authorize the exchange
of public nonies for drafts issued by insured banks to facilitate the
transm ssion of funds. Under this procedure, all itens are converted to a
single draft and forwarded to Treasury. The cost
of bank drafts shall be charged to Cost Center _22, Sub-object 2599;

4. Deposits may be transported by arnored car service to an
aut hori zed | ocal depository.

e. Adjustnents. If an error is discovered after an SF-215 has been
mai | ed, that docunment may not be recalled or corrected. The Accounting
Supervi sor nmust contact the depository (FRB or

desi gnat ed depository) and the depository will prepare:

1. An additional SF-215 for the difference if the deposit anount is
to be increased;

2. A Debit Voucher (TFS-5515) for the difference if the anbunt is to
be decreased. See paragraph g. in this chapter.

f. Recording Undeposited Collections. At the end of each nonth, the
Accounting Supervisor shall prepare a General Ledger Transaction (BP-121)
Formto enter the 04 transaction to record the anount of undeposited

col | ecti ons.

115. X - Undeposited Coll ections Dr.
430. X - Liability for Undeposited Collections Cr.

Al so, the Accounting Supervisor shall prepare a BP-121 Form at the start of
the followng nonth to enter the 04 transaction to reverse the undep05|ted
collections entered in the precedi ng nonth.

430. X - Liability for Undeposited Collections Dr.
115. X - Undeposited Col |l ections Cr.
g. Debit Voucher. In sone circunstances, Treasury will honor a claimfor
a check previously issued and paid, or wll dishonor an original check. To
show t he chargeback for those funds, Treasury wll issue TFS Form 5515

Debit Voucher. The TFS 5515 will show t he Regional Finance Center (RFC)
synbol credited and the eight digit agency |ocation code of the facility.
Debit Vouchers shall be treated as a reduction to collections on the SF-224
(Statenment of Transactions) working papers (See Chapter 10760).
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PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10600 - CASH ACCOUNTI NG

CHAPTER 10625 - PURCHASES AND M SCELLANEQUS CASH PAYMENTS

a. Purpose. This chapter sets forth requirenents and procedures to be
foll owed at each facility for purchases and m scel | aneous cash paynents
made frominprest funds. Procedures are established in accordance with The
Departnent of the Treasury Financial Mnual, Part 4, Chapter 3000, and the
Manual of Procedures and Instructions for Cashiers operating under

31 U.S. C 3321.

b. MwximumlLimtations. Paynments frominprest funds for any one
transaction will not exceed $500.00 except on an energency,

case-by-case basis which only the controller can authorize. The reason for
t he energency shall be docunent ed.

c. Exceptions to MaxinumLimtations. See Chapter 10975 for exception to
maxi mum limtations.

d. Exanples of lItens Authorized for Payment from Cashier's | nprest Fund,
Not to Exceed Maxi num Limitati ons above:

1. Repair of equipnent
2. Small Purchases (made in accordance with FAR)

3. Parcel post, postage stanps, noney orders, |ocal drayage, Treasury
Check Cashing fees

4. Travel advances and travel settlenment (see Chapter 10630)
5. Freight charges up to $100. 00 nmaxi num

6. Certain emergency salary paynents (see paragraph i. of this
chapter). *

e. Paynents, Reports, Receipts and Procedures

1. SF-1129 - Cashiers shall retain a nmenmorandum copy of the
repl eni shnment voucher for their records.

2. Petty cash vouchers

(a) Nunbering - Petty cash sub-vouchers covering all paynents by
the cashier and alternate cashiers shall be nunbered consecutively in the
sanme series beginning wwth No. 1 at the beginning of each fiscal year.
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(b) Tenporary receipts - A tenporary receipt (SF-1165 stub
portion) shall be placed in the cash box when a cash advance is nade for
cash purchases and shall be returned to the enpl oyee when the sub-voucher
receipt is furnished. Advances shall be settled as soon as possible and in
no case later than three workdays follow ng the date of the advance.

(c) Release vouchers - Vouchers for gratuities, inmate persona
funds, and cash furnished for transportation costs are prepared by the
accounting office on a BP-112 and approved by the certifying officer before
paynment. The inmate shall sign the voucher at the tinme the funds are
received fromthe cashier or control center/rel ease officer

The controller and i nmate systens manager nmay determ ne that requiring the
inmate to pick up release funds at the cashier's office is not appropriate.
| f rel ease vouchers and funds are passed to the control center
officer/rel ease officer, the officer will acknow edge recei pt and
accountability responsibility by signing and dating the cashier's copy of
the BP-112. The release officer shall obtain the inmate's signature on the
BP-112 at the tinme the inmate receives the funds. The release officer or
desi gnee shall return the original signed BP-112, rel ease voucher, to the
cashier on the next workday. The cashier will return the cashier's copy of
the BP-112 to the release officer to evidence relief of the officer's
accountability for the funds. An Institution Supplenent shall be published
detailing the requirenents of control and accountability for funds left in
the control center for after-hours release. The Institution Suppl enent
shal |l detail all steps and identify accountable staff. *

(d) Receipt requirenments - Each cash purchase made shall be
supported by a receipt and may be in any of the follow ng forns:

(1) SF-1165 (Receipt for Cash) itemzing the articles or
servi ces purchased shall be used where vendor does not furnish an item zed
sal es slip.

(2) Oiginal bill, sales slip, or invoice of the dealer
itemzing the articles or services purchased.

(3) See Chapter 10630 for required travel
settl enment receipts. *

(4) Carbon copy of sales ticket, where the original sales
ticket is retained by the dealer as part of his/her accounting records, and
the carbon copy is the only docunent available. Generally, this copy wll
be printed "Custoner's I|nvoice."
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(5) Passenger transportation ticket when ticket cost is
$100. 00 or Iless including tax.

f. Sub-Vouchers. All sub-vouchers shall be listed nunerically on the
reverse side of the SF-1129 or on an attached sheet for the itens or

servi ces purchased so the proper accounting code is *
determ ned. The rei nbursenent schedul e shall be nunbered in regular series
of institution schedules. In order to establish uniformty in recording

cash expenditures, the foll ow ng format
shal | be foll owed:

SV sV P/ R Accounti ng Appropriation
No. Date. No. d ass 15-1060 15X1003 15X8408 15X6085

1 3/3 0174 X3 3 334 400 000 2601 N 04 0079 74.35

2 3/3 0175X3 3 334 400 000 2601 N 04 0077 29.30

3 3/6 0199X4 1 323 400 000 2601 N 04 0004 20. 00

4 3/19 020032 M 322 400 000 2601 N 04 0001 18. 00

5 3/19 0201X4 1 323 400 000 2601 N 04 0004 20. 00

6 3/19 Rel ease Voucher 100. 00
Recap 15_1060% 18.00

15X1003 103. 65
15X8408 40. 00
15X6085 100. 00
Tot al $261. 65

g. InterimReceipts, SF-1165 Stub Portion. The cashier's
interimreceipts are retained in the petty cash box evi dencing
advance of funds and shall be securely maintained in
chronol ogi cal order. This is acconplished as foll ows:

1. Renpve the SF-1165's fromthe recei pt book and retain
t hem as needed.

2. Retain the bound, stub portion in the petty cash box in
an envel ope | abeled "Interim Receipts.™

3. Wien cash is advanced to an enpl oyee, renove the bound
stub booklet fromthe interimrecei pt envel ope and enter the date
and anount on the receipt, obtain the signature of the enpl oyee
recei ving the cash and replace the stub booklet in the "Interim
Recei pts" envel ope in the cash box. (Do Not Renpbve The Stub At
This Tine.) This will elimnate the loss of interimreceipts.

4. \Wen the advance is returned or settled by the enpl oyee,
t he cashier shall renove the signed "InterimRecei pt for Cash"
stub fromthe receipt booklet and return it to the enployee. At
the sane tinme, a sub-voucher nunber shall be assigned to the
recei pt on the SF-1165 or the vendor's sales slip receipt and



stapled to the accunul ated sub-vouchers packet. The |oss of sub-
vouchers, pending preparation of the weekly repleni shnent
voucher, can be elimnated by stapling themin a single packet as
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received Al l sub-vouchers, invoices or receipts shall be marked
"PAI D" i medi ately upon settlenent by enpl oyee as required by the
Treasury Financial Mnual, Part 4, Chapter 3000.

h. Travel Advances. Procedures for handling travel advances are
| ocated in Chapter 10630.

i. Salary Paynments. |In accordance with the Treasury Fi nanci al
Manual , Part 4, Chapter 3000, authority has been granted to the
Bureau of Prisons' cashiers and their alternates to use inprest
funds for partial salary paynents to new enpl oyees and for
certain energency salary paynents. Salary paynents nay be made
fromthe inprest fund or by draft subject to the foll ow ng
provi si ons:

1. Paynents may be nmade to enpl oyees who did not receive a
check on the schedul ed payday due to an adm nistrative error or a
del ay in processing necessary docunents.

2. Paynents nmay be made for or during the initial pay
period to new enpl oyees only for actual hours worked, when
waiting for the normal payday woul d i npose a serious financial
hardshi p. Paynent cannot be nade in advance of hours worked.

3. Paynents nmay be nade to an enpl oyee who receives a check
but the anobunt of the check is for I ess than 90 per cent of the
net anount due.

4. An energency salary paynent is based on regul ar pay
only, and cannot include any anount due for overtinme or prem um

pay.
5. The follow ng nethods of paynent shall be foll owed:

(a) Paynment by Cash. A tenporary receipt (SF-1165)
shal | be signed by the enployee and placed in the cash box to
evi dence the salary paynent frominprest funds. It shall be
returned to the enpl oyee when the enpl oyee repays the cashier for
t he amount of the paynent.

(b) Paynent by Draft. A voucher shall be prepared to
support the salary paynent by draft and shall include the
request, along with the approval for the salary paynent. An
accounts receivable shall be established.

The follow ng 04 transaction code entry shall be
prepared and entered into FM5 in the 15X6875(10) Bureau of
Prisons Suspense Account, to record the draft disbursenents.



139.1 - Accounts Receivable - Public Dr.
116.0 - Draft Paynments in Transit Cr.
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To record the collection of the accounts receivabl e,
the followi ng 04 transaction code entry shall be prepared and
entered into FM5 in the 15X6875(10) Bureau of Prisons Suspense
Account .

110.3 - Net Di sbursenents Dr .
139.1 - Accounts Receivable - Public Cr.

6. At the institutional |evel, the Personnel Oficer nust
request the salary paynent on behal f of the enpl oyee by
menmorandumto the local Ofice of Financial Managenent. The
menor andum nust i ncl ude the enpl oyee's nane, anount of paynent,
and reason for paynent. All salary paynents frominprest funds
must be approved on a case-by-case basis by the Warden. At the
regional |evel, the Conptroller nust approve the salary paynent.
The Chi ef, Finance Branch, nust approve salary paynents for
Central O fice enpl oyees. *
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10600 - CASH ACCOUNTI NG
CHAPTER 10630 - TRAVEL ADVANCES

a. Purpose. This chapter prescribes the procedures to be
foll owed for the i ssuance and settl enent of travel advances.

b. General. The Travel Expense Act of 1949 authorized
advanci ng of funds to cover expenses in connection with offi-
cial travel including novenent of household effects. Determ -
nati on should be nmade that the advance is secured by sal ary,
accrued | eave, retirenent credits, or other funds due the

enpl oyee. However, admnistrative determ nation nay be made
that an advance is proper even though not entirely covered by
funds due. If not otherw se recoverable, the advance used for
travel would be certified a debt due the United States. The
advance nust be approved by a certifying officer. Advances
shoul d be held to a m ni rum and made only when necessary.
Travel advances and settlenents will be paid by draft or by
U. S. Treasury check, unless circunstances warrant paynent by
cash. Cash paynents shall be held to a m ni num

c. Travel Advances from I nprest Funds. The Treasury Fi nan-
cial Manual, Volune |, Part 4, Chapter 3000, Section 3040. 20,
aut hori zes travel advances to be made fromi nprest funds, not
to exceed $500.00 for any one transaction. The advance of
funds and settl enment of advances are consi dered separate
transactions. Therefore, an anobunt not to exceed $500. 00 may
be paid as an advance and an additional anmount not to exceed
$500. 00 may be paid when the travel voucher is subnmitted for
settl enent.

Wien a travel advance is nmade, the traveler nust submt in
duplicate, a properly approved SF-1038 (Advance of Fund,
Appl i cation and Account) acconpani ed by an approved BP-142
(Travel Authorization). Travel advance anounts shall approxi-
mat e the expected entitlenents of the trip, but in no case
should it exceed the basic entitlenent for 45 days of the
assignment. The original SF-1038 (signature in "applicant sign
here" block) is used as evidence of a debt due the U S. Govern-
ment by the enpl oyee and becones a part of the subsidiary
record to support the General Ledger Account 180.0 - Travel
Advances. The duplicate copy of the SF-1038 (signature in
colum 13 - cash paynent received) is used as a supporting
docunent (sub-voucher on the reinbursenent voucher).
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d. Responsibilities
1. Cashier

(a) The Ofice of Financial Mnagenent (OFM shal
mai ntain the original SF-1038 for each enpl oyee obtaining an
advance of funds for travel and record all transactions
affecting the advance on the reverse side of the SF-1038.

(b) When the travel advance is settled, the SF-1038
must be filed by fiscal year settled in al phabetical order by
enpl oyee nane, travel authorization nunber sequence, and
appropriation nunber. These files nust be retained for three
fiscal years for audit purposes.

2. Controller. The Controller nust review and certify
the validity of each outstanding travel advance nonthly by ini-
tialling and dating each unsettled SF-1038. For each advance
* not settled within the tinme frame as described in paragraph 4,
the Controller shall initiate collection procedures as outlined
in P.S. 2000.2, Chapter 10586. *

3. Chief Executive Oficer. The Chief Executive Oficer
shal |l ensure that pronpt recovery is nade. If other collection
efforts fail, deductions fromany nonies due the traveler from
the United States or by any other |egal neans avail abl e shal

* be used (GAO Title 7, Section 25.6). Refer to P.S. 2000. 2,
Chapt er 10586, paragraph f., for instructions on how to coll ect
out st andi ng travel advances. *

4. Traveler - settlenment of advances. The traveler has
the responsibility for settlenent inmediately upon conpletion
of travel. Routine travel shall be settled no later than five
days after travel has been conpleted. Permanent change-of-duty
travel must be settled within ten days upon occupancy of
permanent quarters. Settlenent of the entire advance shall be
made without regard to possible future real estate expenses
since no advance of funds is authorized for this purposes.

If real estate transactions are involved and are not settled at
the time the voucher is to be filed, the traveler nust file a
partial settlenment for all other expenses covered by the
advance. Settlenent for any outstanding real estate expense
shal|l be clained |ater on a separate voucher.

e. Unused Portion of Travel Advance. The unused portion of
the travel advance is due and payable at the tine the enpl oyee
submts a claim(signs Travel Voucher) for reinbursenent of
travel expenses. The traveler shall be informed of the anount



due the Governnent and paynent shall be requested by OFM
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f. Reserved.
g. Reserved.

h. Appropriation Chargeable and Accountability. Normally,
travel advances will be charged to the appropriation from which
rei mbursenment will be nade. |f advances are nmade from nore than
one appropriation (i.e. S&E, B&F, or Trust Fund), a separate
travel advance account shall be established for each
appropriation fromwhich the advance is nade. Wen the advance
has been approved and effected, an entry shall be made in the
Fi nanci al Managenent System (FMS) using an 04 transaction as
fol | ows:

180.0 - Travel Advances (by appropriation) Dr .
110.3 - Net Disbursenents Cr.

i. Settlenment of Travel Vouchers. Upon conpletion of a trip,
the traveler shall prepare and submt a Travel Voucher to the
O fice of Financial Managenment (OFM. Assistance fromthe OFM
may be requested, but the traveler has the ultimte
responsibility to prepare and submt the voucher for
rei mbursenment of travel expenses. Travelers nmust submt their
vouchers within five working days after conpletion of any trip.
| f a voucher is not submtted within that tinme frame, the
Controller shall take appropriate action as outlined in the
Program St at enent on Fi nanci al Managenent - Debt Managenent .

I n accordance with the standard set by the Attorney General,
the OFM shall submt travel vouchers to Treasury to be paid
within five working days of receipt of valid travel vouchers. A
voucher is considered paid on the date shown on the check or date
the El ectronic Funds Transfer (EFT) is nmade. EFT is the
preferred nethod of paynment. To nonitor performance against this
standard, each location nust submt a quarterly report stating
t he nunber of travel vouchers received each nonth and the nunber
paid each nmonth within the five-day standard. Each | ocation shal
submt its reports to the appropriate regional office, who wll
consolidate themand submt its response to the Accounting
Policies and Procedures Section, Central Ofice, by the 15th day
of the nmonth follow ng the end of each quarter. The report shal
be submtted using Exhibit C. Locations that have inplenented
the FM S travel nodule shall not report this information to their
respective Regions for consolidation. The Finance Branch shal
extract their data fromthe accounting system *

Usual Iy, travel vouchers submtted for reinbursenent are either
hi gher or |ower than the anmount of the advance. Therefore, the
voucher shoul d be categorized as being:



PS 2000. 02
(CN-65) August 4, 1997
Chapt er 10630, Page 4

P less than the advance or
P equal to or greater than the advance and handl ed as
fol | ows:

1. |If the voucher amount is |less than the travel advance,
the travel er nust submt a check or cash for the difference
bet ween t he voucher and the anobunt advanced along with the
voucher. To effect accounting, prepare:

(a) an 04 transaction to reverse the voucher anount,
(b) an 04 transaction for the collection of the

di fference, and
(c) an 02 transaction for the anount of the voucher.

Exanpl e: Advance $100. 00
Voucher 75.00
Transaction Pur pose Account s Anpunt_
a) 04 G oss Voucher Amount Dr. 110.3, Cr. 180.0 $75. 00
b) 04 Col | ecti on Dr. 110.3, Cr. 180.0 25.00
c) 02 Voucher Anount 19 digit coding 75. 00
2. |If the voucher anpbunt is equal to or greater than the

travel advance, to effect accounting prepare:

(a) an 04 transaction to reverse travel advance anount

and
(b) an 02 transaction for the full anount of the
voucher.
Exanpl e: Advance $100. 00
Voucher 150. 00
Transaction Pur pose Account s Anpount
a) 04 Travel Advance Total Dr. 110.3, Cr.180.0 $100. 00

b) 02 G oss Voucher Anmount 19 digit coding 150. 00
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Tinmely Paynent O Travel Vouchers

Locati on:
Quarter:

FY:

Nunber of Travel Nunber of Travel Per cent of
Mont h Voucher s Vouchers Pai d Vouchers Pai d
Recei ved Wthin 5 Days Timely

Tot al

Subm tted By:

Dat e:
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Paynent of Travel Vouchers. The cashier may rei nburse the
enpl oyee by draft, U S. Treasury Check, or cash. Cash
paynments shall be held to a mnimum In instances where the
amount to be reinbursed is $500.00 or |ess, the cashier may
rei mburse the enployee in cash. Transacti ons exceedi ng
$500. 00 shall be made by draft or U S. Treasury Check. Draft
paynments shall not exceed $1500.00. Transactions of $500. 00
or less and paid by cash shall be given a sub-voucher nunber
and processed for reinbursenent on the cashier's next
repl eni shnment voucher. Wen travel vouchers are paid on, a
repl eni shment voucher, the SF-1012 shall be photo copied and
filed al phabetically with travel vouchers schedul ed
separately. Schedul e and sub-voucher nunbers nust be shown
on the photo copied SF-1012. The supporting docunentation to
the SF-1012 need not be photocopi ed.

Advances to Enpl oyees for Change of Duty Travel. In al
cases, travel advances shall be made by the receiving
institution. The transferring institution shall prepare a
SF-1038 and forward it to the receiving institution.

In energencies, the transferring institution may advise the
receiving institution by tel ephone of the amount of the
advance to be nmade to the enployee and state that the
application for advance has been properly prepared, signed
by the traveler, and mailed to the receiving institution.
The receiving institution shall then prepare an advance
payable to the enpl oyee and submt it to the RFC for

paynent. By the tine the paynent is actually made, the
execut ed SF-1038 shoul d be received by the receiving
institution to support the advance. It is the responsibility
of the receiving institution to ensure that pronpt action is
taken to obtain the advance for the transferring enpl oyee.

Institutions shall be guided by the requirenents of
St andar di zed CGovernnent Travel Regul ations (FPMR 101-7),
| atest revision, in authorizing advances.

Enpl oyees Transferring with an Qutstandi ng Advance. If an
enpl oyee with an outstanding travel advance is transferred
to another institution, the accountability for the travel
advance nust be transferred to the gaining institution.

The losing institution shall send an SF-1080 billing
(supported by a copy of the front and back of the SF-1038)
to the gaining institution.

Upon recei pt of the billing docunent, the gaining
institution shall schedule a check for the anobunt of the
travel advance to be mailed to the losing institution. The
schedul e anobunt shall be entered into FMS using an 04



transaction (debit 180.0/credit 110.3). An SF-1038 shall be
prepared (in duplicate) and annotated with the fact that the
travel advance has been transferred in. The SF-1038,
supported by a copy of both the SF-1080 billing and the

SF- 1038 (which were forwarded by the losing institution),
should be filed with the open travel advance cards. The
duplicate copy of the SF-1038 (which was prepared by the
gaining institution) along with the original SF-1080
billing, shall be used as supporting docunentation for the
paynment voucher.

Upon recei pt and deposit of the check by the | osing
institution, "an 04 transaction (debit 110.3/credit 180.0)
shall be entered into the FMs.
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The deposit transaction shall be posted to the SF-1038 with
an explanatory note indicating that the advance was
transferred. The SF-1038 shall be filed with the cl osed
travel advance cards.

The institution to which the travel advance was transferred
shal |l take imedi ate action, as required in paragraphs f and
g of this chapter, to collect the travel advance fromthe
enpl oyee.

Conti nuous Travel Advances. A "continuous travel

advance" (fornerly call ed bl anket travel advance) shall be

i ssued in an anmount equal to the estimated travel and
transportati on expenses for one nonth. The SF-1038 nust be
supported by a "continuous travel authorization" docunent
prepared as prescribed bel ow. Each continuous travel advance
shal | turnover at |east once each nonth to justify retention
of the advance. In other words, if a traveler has a $300. 00
conti nuous advance, the traveler nust settle trip(s)
anounting to $300.00 for the nonth the advance is

out st andi ng.

Conti nuous travel advances shall be analyzed at the end of
each nonth to determne if the turnover rate or use is
adequate to support the retention or if the repaynent of the
continuous travel advances required.

The Chief, Ofice of Financial Mnagenent, and Conptrollers
of each region shall receive by the 20th of the nonth,
followng the end of the quarter, reports reflecting the use
of all outstanding continuous travel advances prepared by
the accounting staff within their respective facilities
during the prior quarter. (See Exhibit B)

A "continuous" travel authorization shall be prepared and
assigned a travel authorization nunber. This authorization
nunber will be the source docunment nunber entered into the
Fi nanci al Managenent System (FSM) for all trave
transactions including the continuous travel advance. The
continuous travel authorization only authorizes continuous
advance; therefore, no obligation shall be established from
a continuous travel authorization. Under the 04 type
transaction establishing the continuous advance, docunent
type 10 and the authorization nunber will be used in the
first reference field BP-121(BP-Acctg-124).

1. A traveler who has a continuous travel advance
supported by a continuous travel authorization nust
have individual trips supported by a separate trave



aut hori zation nunbered in the nornmal travel

aut hori zati on sequence. This individual travel

aut hori zation shall reference the continuous travel
advance nunber in the upper right hand corner of the
travel authorization above the space for the

aut hori zati on nunber.

The individual authorization shall be entered into the
FMS usi ng docunent type 02 and the continuous travel
advance nunber using an 02 type transaction to
establish an accounts payable in the nonth the trips is
to begin. The individual authorizations will then be
filed with the open obligations in accordance with
current policy.
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2. A new conti nuous Advance of Fund Application and
Account (SF-1038) and a new conti nuous Travel
Aut hori zati on (BP-Adm n-64)shall be signed and issued
at the beginning of each fiscal year and assigned a new
conti nuous advance nunber fromthe sequence of nunbers
i ssued during the current fiscal year.

3. The first 100 travel authorization nunbers at the
Central Ofice, first 50 at regional office, and first
10 at institutions for the fiscal year shall be
reserved for continuous travel advances and supporting
continuous travel authorizations.

Each travel er nust have a separate travel authorization. (No
nore than one person shall travel using a single travel
aut hori zati on nunber.)

Travel Advances Qutstanding at the End of the Fiscal Year.
Where travel advances are carried over fromone fiscal year
to the next, the total balance of all such advances nust be
transferred fromthe expired fiscal year appropriation
account to the current fiscal year. Such transfers shall be
ef fected as soon as possible after Septenber 30 of each
year. The transfer docunments must be supported by detail ed
data on each outstandi ng advance i ncl uded.

To facilitate this, the FM5S will automatically transfer the
bal ance fromthe expired fiscal year to the subsequent
fiscal year as follows:

Fi scal year ended fromwhich the travel advances are being
transferred out-

110.3 - Net Di sbursenents Dr .
180.0 - Travel Advances Cr.

Current fiscal year to which the travel advances are being
transferred into-

180.0 - Travel Advances Dr.
110.3 - Net D sbursenents Cr.

To effect the transfer, the accounting supervisor shal
prepare a JV and report it on the SF-224. The anmounts w ||
be reflected as collection to the fiscal year the advance
was transferred out of (prior fiscal year) and a

di sbursenent to the fiscal year the advance was transferred
into (current fiscal year).
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SAMPLE
DATE: (Dat €)
REPLY TO
ATTN OF: ((Nane) , Warden
(Institution and ALQ)
SUBJECT: Right to Ofset through Payroll Deduction
TO Peter Jones, Assistant Director
Justice Enpl oyee Data Service
I n accordance with 4 CFR 8102.3 and 5 USC 85705, |
her eby request a payroll deduction of $50.00 per pay
period to a total of $200.00 fromthe sal ary of
John Doe , SS# 999-99-9999. The payr ol |

deduction is necessary for the liquidation of the
out st andi ng unused portion of a travel advance issued to

t he enpl oyee.

When the total anmount of the deductions reaches $
200. 00, pl ease conplete and certify the attached
SF-1081 and forward a copy to this office (Attn:
Controller).

Thank you for your assistance in this matter.

At t achment
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OPEN TRAVEL ADVANCES - CONTI NUQUS
Exhibit B
AS OF SEPTEMBER 30, 1984 15 OCT
1985
PAST 3 MONTHS
TA VOUCHERS SUBM TTED
PER CENT USED
# NAME AMOUNT JUL '84 AUG '84 SEP '84
DURI NG QUARTER
038 Arnold, Phil 500. 00 337.24 306. 46 178. 98
55%
029 Carl son, Norman 200. 00 383. 36 105. 55 54,52
91%
047 Haugh, Charles 1, 000. 00 581. 16 741. 95 998. 88
77%
008 Ingram Gl bert 500. 00 213.60 670.73 435. 84
88%
034 M nor, John 350. 00 - 0- 378. 63 390. 70
73%
015 Powell, Jimy G 500. 00 388. 24 195. 84 818. 23
93%
035 Riggs, Charles 500. 00 - 0- 727. 85 579. 62
87%
037 Turner, Cecil 500. 00 378. 75 278. 99 248. 57
67%
048 Tol er, Haywood 500. 00 667. 06 277.47 1,029.61
132%
005 Watson, Leonard 300. 00 New - 0- 723.75
0%
SUB TOTAL 4,850.00 3,023.24 3,683.47 5,458.70
120%

PERCENT USED

LMR
014 Brown,
63%
028 Fol ey,
130%
022 Swi ck,
23%
026 W /I ansky, Robert
67%

Ronal d
Janes

Car |

SUB- TOTAL
71%

PER- CENT USED

Audit Team
045 Bishop, A Lee

63% 81%
500. 00 305. 77 123.11
500. 00 935.74 824. 37
500. 00 339. 53 - 0-
500. 00 784. 56 221. 77
2,000.00 2,365.60 1,169.25
118% 58%
1,500.00 1,109.28 1,978.77

120%

516. 35
183. 12

699. 47

35%



69%

039 Henderson, George 1,500.00 1,674.86 - O- 1, 690. 18
75%
004 Powers, John G 1,500.00 1,158.87 1,925.60 - 0-
69%
001 Pursell, Frank 1, 000. 00 264. 57 442. 63 953. 17
55%
SUB- TOTAL 5,500. 00 4,207.58 4,347.00 2,643. 35
68%
PER- CENT USED 77% 79% 48%
Ol.
Henry, Mark 500. 00 New New
036 Kane, Patrick 500. 00 659. 56 40. 30 506. 88
80%
012 Meeker, Janes 750. 00 668. 69 388. 88 199. 56
56%
SUB- TOTAL 1, 750. 00 1, 328. 25 429. 18 706. 44
66%
PER- CENT USED 106% 34% 57%
Xl D
041 Harrel, Janes 500. 00 - 0- -0- - 0-
0%
Jeffreys, Richard 500. 00 - 0- - 0- - 0-
0%
St endahl, Gary 500. 00 172.62 -0- 222.22
26%
SUB- TOTAL 1, 500. 00 172. 62 - 0- 222. 22
9%
PER- CENT USED 12% 0% 15%
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PROGRAM STATEMENT 2000. 02 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10600 - CASH ACCOUNTI NG

Chapter 10640 - Draft Paynent System

a. Purpose. The purpose of this chapter is to set forth the
policies and procedures for the Departnment of Justice
(DAJ)/ Mel l on Bank Third Party Draft Paynment System (Mellon Draft
Systen). These procedures conformto the requirenents set forth
by the Departnent of Treasury and DQJ.

b. General Information. A third party draft systemis an
alternative paynent mechani sm prescribed by the Departnent of
Treasury (Treasury), for inprest fund-type transactions. As an
i nprest fund-type transaction, draft paynents are not subject to
the Pronpt Paynment Act. The systeminvolves the issuance of a
paper draft drawn on a third party (the bank) and forwarded to a
payee in order to make paynent in full for purchased goods or
services. A third party draft is a negotiable instrunent which
does not expend funds from Treasury when issued, but rather when
paynment is made for drafts cleared through the third party
contractor. Mellon Bank, as the third party contractor, is the
financial institution upon which the draft is drawn under the
current DQJ contract. Funds paid to the payee identified on the
draft are provided by Mellon Bank. Treasury funds are disbursed,
and charges agai nst BOP appropriations are effected only when
paynment is made to Mellon Bank by the Bureau of Prisons (BOP)
Accounting Operations, Central Ofice, for properly honored
drafts.

C. Expl anati on of Terns.

1. Draft Account Oficer. The Chief, Finance Branch, is
designated the Draft Account O ficer for the BOP. The Draft
Account O ficer is responsible for adm nistering the Mellon Draft
System In addition, the Draft Account O ficer identifies draft
sites and designates Draft D sbursing Oficers and Draft C erks.

2. Draft Account Manager. The Draft Account Manager is
desi gnated by the Draft Account O ficer. The Draft Account
Manager manages the day-to-day operations of the Mellon Draft
System This person is responsible for various duties including,
but not limted to, processing stop paynent requests, ensuring
that invoices from Mellon Bank are processed, and naki ng paynents
to Mellon Bank. The Draft Account Manager is the contact person
for any assistance you nay need concerning the Mellon Draft
System The Draft Account Manager is located in the Accounting
Operations Section, Finance Branch, and may be contacted at:

(202) 307-3053 or the FM S MAI LBOX (| D BOPAMGR).
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3. Draft Site. Each accounting station issuing drafts is a
separate draft site.

4. Draft Disbursing Oficer. Al Certifying Oficers are
considered Draft Disbursing Oficers. The Conptroller at each
Regional O fice and the Controller at each facility are
designated primary Draft Di sbursing Oficers. Al other
Certifying Oficers are designated secondary Draft D sbursing
O ficers. An individual nmay not be designated as both a Draft
Di sbursing Oficer and a Draft Cerk. Draft D sbursing Oficers
are authorized to sign drafts.

5. Draft Approving Oficial. Draft Approving Oficials are
responsi ble for attesting to the legality, propriety, and
accuracy of the voucher supporting the draft paynent. Draft
Approving Oficials are designated by the primary Draft
D sbursing O ficer at each draft site as expl ained in paragraph
d.5. The Draft Approving Oficial and the Draft D sbursing
O ficer my be the sane person.

6. Draft Cerk. Draft Cerks are those persons who prepare
drafts and nmeke entries into the Financial Mnagenent |nformation
System (FM'S) Draft Paynent Module. Wen Draft Cerks are no
| onger functioning in this capacity, the Draft Account Manager
shall be notified within five working days via the FM S MAI LBOX
(1 D BOPAMGR) .

7. FM S Draft Paynent Mbdule. This is the system used by
the Draft Clerk when issuing and printing drafts and for
generating reports.

d. Pr ocedur es.

1. Authorized Use of Drafts. |In accordance with the
Treasury Financial Manual, 4-3040.70, draft paynents are
consi dered an extension of the inprest fund. Drafts may be
i ssued for cash transactions. Drafts are a cash nanagenent t ool
and shall be used to reduce the inprest fund bal ances and assi st
in better managenent of the inprest fund. DRAFTS SHALL NOT BE
USED AS A REPLACEMENT FOR UNI TED STATES TREASURY CHECKS.

(a) Drafts nmay be used for:
| travel advances;

! tenporary duty travel vouchers;

cl ot hi ng al | owances;

peri odi cal subscriptions, including i nmate
periodi cals (when authorized by FAR JAR, and
BPAP) ;
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i nmat e rel eases;

pre-paid tuition;

regi stration fees;

travel ers checks fees;

bank service charges;

paynments made on behalf of inmates through the
i nmat e deposit fund.

(b) Drafts may not be used for:

! paynents subject to the Pronpt Paynent Act;
! routi ne paynents to vendors;
! paynents to contract enployees.

2. Dollar Anpunt of Drafts. Drafts shall not exceed $2500.
Multiple drafts shall not be witten to circunvent this
limtation. *

3. Mellon Draft System User lIdentifier (ID) and Password.
Each Draft O erk must have a unique Mellon Draft System user
identifier (D) and password. Primary Draft Disbursing Oficers
may obtain ID s and passwords for Draft Clerks at their paynent
sites by submtting requests via the FMS MAI LBOX (1 D BOPAMER) to
the Draft Account Manager.

Shared ID s and passwords are not permtted. All Draft Cerks
shal |l protect their passwords and shall not disclose themto
anyone. The Draft Account Manager nust be notified i mediately
of any conprom ses in passwords.

Primary Draft Disbursing Oficers may obtain a "Manager's" |ID and
password in the sanme manner used to obtain Draft Clerk ID s and
passwords. The "Manager's" ID always ends with the letter "M
and is used to access and print Mellon Draft Systemreports. The
"Manager's" I D may be shared by all Draft Disbursing Oficers at
each draft site. It may not be shared with Draft Di sbursing
Oficers at other draft sites or wwth Draft Cerks. Only one
"Manager's" IDwll be assigned to each draft site.
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4. O dering Blank Draft Stock. As new draft sites are
activated, the Draft Account Manager will order an initial supply
of blank drafts. The initial shipnent of blank drafts and al
subsequent shipnments will be received by the primary Draft
Di sbursing O ficer as prescribed in paragraph d.6.(a).
Accountability and control of the drafts are prescribed in
par agraph d. 6.

Addi tional stock nust be ordered by the primary Draft D sbursing
O ficer through the Draft Account Manager via the FM S MAI LBOX
(I D BOPAMER). The followi ng information nust be included with
the request for additional draft stock:

1 I nstitution nane;

! Mai | ing address (This address will be printed on
the face of the drafts. If the address is a Post
O fice Box Number, a street address al so nust be
provi ded.);

Comrer ci al phone nunber;

Draft nunber of the |ast draft on hand;

Amount of drafts ordered.

Addi tional stock is to be requested when the stock |evel falls
bel ow a two-nonth supply. Each order nust be for a two-nonth
supply or 250 drafts, whichever is greater, and nust be in
increments of 250. At no tine shall the amount of drafts on hand
exceed a two-nonth supply plus the nunber of drafts received in
the |l ast order (approximately a four-nonth supply).

The drafts are pre-printed wwth draft nunbers preceded by the
| ocation code assigned by the Central Ofice to the specific
draft site. Upon receipt of the drafts, the primary Draft

Di sbursing O ficer nmust verify the correct |ocation code,

begi nning draft nunber, and other information as shown on the
drafts.

Any reorder information received with the drafts and the packing
slip and/or receiving report with the inclusive draft nunbers of
the drafts received nust be forwarded i mediately to the Draft
Account Manager. Each order will contain a copy of a blank draft
with the starting nunber of the next supply of drafts. This
shall be forwarded to the Draft Account Manager along with the

ot her order docunentation and will be used by the Draft Account
Manager when reordering drafts.

Each draft site has its own | ocation code; therefore, drafts
cannot be exchanged between sites.
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5. Request to Add/Delete Draft Disbursing Oficers and
Draft Approving Oficials. Three Mellon Bank Cash Managenent
Account Signature Cards (signature cards (Exhibit 1)) nust be
prepared when designating Draft Disbursing Oficers and Draft
Approving Oficials. The signature cards nay be obtained from
the Draft Account Manager or your Regional Ofice.

Up to four Draft Disbursing Oficers/Draft Approving Oficials
may be designated on the sanme signature card. |If individuals are
desi gnated as Approving Oficials and not Draft Di sbursing

O ficers, the Special Instructions section of the signature card
must be annotated with "Approving Oficial Only." If this is not
i ndicated on the signature card, the individual is designated as
both a Draft Disbursing Oficer and a Draft Approving Oficial.

One card shall be retained by the primary Draft Di sbursing

O ficer and the other two shall be forwarded to the Draft Account
Manager. The Draft Account Manager shall keep one card and
forward one to Mell on Bank.

The Draft Account Manager shall be notified of any deleted or
revoked Draft Disbursing Oficers/Draft Approving Oficials via
the FM'S MAI LBOX (I D BOPAMGR) within five working days of the
effective date of revocation. 1In addition, to delete a Draft

Di sbursing O ficer/Draft Approving Oficial, the primary Draft

Di sbursing Oficer nmust conplete the Special Instructions section
of three signature cards with the nane to be deleted and the
effective date. One card shall be retained by the primary Draft
Di sbursing O ficer and the other two shall be forwarded to the
Draft Account O ficer/Draft Account Manager. The Draft Account
Manager shall keep one card and forward one to Mell on Bank.

Del eti ons and additions nay be requested on the sanme signature
cards. The primary Draft Disbursing Oficer's signature is
required in the Special Instructions section of the signature
card when adding or deleting Draft Disbursing Oficers/Draft
Approving Oficials.

6. Accountability and Control of Draft Inventory. The
primary Draft Disbursing Oficer is responsible for the
accountability and control of draft inventory at each draft site.

(a) Receipt of Draft Inventory. Each tinme draft stock
is received, the primary Draft D sbursing Oficer shall verify
that the correct |ocation code is shown on the drafts, the anount
of drafts received is correct, and the draft nunbers |isted on
the packing slip are correct (see paragraph d.4.). The supply of
drafts shall be stored in a fireproof container and saf eguarded
from unaut hori zed access and/or theft.
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(b) Verification of Draft Inventory. A verification
of the draft inventory shall be perforned at | east once each
quarter sinultaneously with the unannounced cash verification.
The verification will be performed using the Mellon Draft
Verification formprovided on Exhibit 2.

The Mellon Draft Verification shall be attached to the BP-102,
Verification of Cashier's Cash. |In accordance with the
Departnent of Justice guidelines, the verification of MlIlon
Drafts should not, if possible, be performed by an Approving
Oficial, a Draft Cerk, or a Draft D sbursing Oficer.

7. Draft Reports.

(a) Daily Draft Reqgister Validation Report. Each tinme
drafts are issued, the Draft Cerk nust print a copy of the Draft
Regi ster Validation Report through the FM S Draft Paynent Mbdul e
showing all the drafts issued during that session. The Draft
Clerk shall retain these reports on file, by nmonth. The
Accounting Supervisor shall review the Draft Register Validation
Report files maintained by each Draft Cerk at |east once each
nmonth to ensure the files are being maintained properly. The
reviews shall be evidenced by the Accounting Supervisor's
signature and date of reviews on the files.

(b) Mnthly Draft Report. The primary Draft

Di sbursing Oficer will nmaintain a nunerical list of all drafts
issued by utilizing the Monthly Draft Report which is generated
through the FM S Draft Paynent Mddule. The Monthly Draft Report
is a nunerical listing of all drafts issued for a particular
mont h through the FM S Draft Paynent Module by all Draft C erks.
The report can be generated at any tinme so the primary Draft

Di sbursing Oficer's list of drafts issued is current at all
tinmes.

As soon as possible at the begi nning of each nonth, the Draft

Di sbursing O ficer or designee will generate a Monthly Draft
Report. The primary Draft Disbursing Oficer will review the
report to determne if drafts were issued in nunerical sequence.
Any m ssing nunbers shall be explained on the report. This
report shall be signed by the primary Draft D sbursing Oficer as
certification that the above steps have been conpleted. The
original of the certified report shall be maintained by the
primary Draft Disbursing Oficer. A copy of the certified
Monthly Draft Report will be included with the proof-check (see
paragraph d.13.). Another copy of the certified Monthly Draft
Report will be filed wth the nunerical copies of the drafts that
are mai ntained in accordance with paragraph d.8.(c).

(c) Oher Reports. Oher reports, such as a C eared
by Appropriation Report, are available through the FM S Draft
Paynment Module. These wll provide the primary Draft D sbursing




Oficer with information relative to draft activity and control.
For assistance in extracting additional reports, contact the
Accounting QOperations Section, Finance Branch, Central Ofice.
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8. | ssuing Drafts.

(a) Voucher Audit. Draft paynent vouchers are to be
processed in the sanme manner as vouchers for Treasury checks
and/ or inprest fund paynents. An invoice (or other authorized
request for paynent) is vouchered and audited according to
procedures prescribed in P.S. 2000.2, Chapter 10715. The voucher
is reviewed and approved for the draft paynent by a Draft
Approving Oficial (see paragraph c.5). The Draft Approving
O ficials should stanp each voucher "APPROVED FOR THI RD PARTY
DRAFT PAYMENT, " and subscribe their signatures next to the
stanps. The Draft Approving Oficial and the Draft D sbursing
O ficer may be the sane person.

(b) Draft Preparation. Draft Cerks log onto the FM S
Draft Modul e via a personal conputer and an appropriate printer.
Draft Clerks are issued a FM S Draft Paynment Mdul e Users Manual
detailing their responsibilities as they relate to the FM S Draft
Paynment Module. The FM S Draft Paynent Mdul e pronpts Draft
Clerks for information needed to process drafts. Drafts shall be
issued via the FM S Draft Modul e and shall not be typed or
witten.

(c) Draft Certification and Distribution. The voucher
and processed draft shall be forwarded to the Draft Di sbursing
Oficer for review and certification. The Draft D sbursing
O ficer shall sign the draft after verifying that all copies of
the draft are intact and no alterations have been made. All
drafts issued should contain a conplete address for the payee.
The institution address may be used for drafts that are to be
pi cked up in the Ofice of Financial Mnagenent.

Draft Clerks may not distribute drafts. Once signed, the
original draft shall not be handl ed by anyone other than the
Draft Disbursing Oficer. The Draft D sbursing Oficer should
mai |l /distribute the original draft to the payee. |If the Draft

Di sbursing O ficer does not personally distribute the drafts, the
foll ow ng procedures shall be foll owed.

1 The Draft Disbursing Oficer shall wite the nanme
of the payee on a distribution envel ope, place the
draft in the envel ope, and seal it.

The seal ed envel ope nay be given to a Cashier or
soneone el se designated by the Controller to
distribute drafts. The designee distributing the
drafts cannot be a draft clerk, except for drafts
for inmate rel eases (see below). The Cashier or
desi gnee shall hand-deliver the envel ope to the
payee.

The payee shall open the envel ope, sign and date



the draft distribution |og, and record the draft
nunber and anount.
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A Cashier who is also a draft clerk nmay distribute
inmate rel ease drafts. The above procedures shal
be foll owed except the inmate is not required to
sign the draft distribution log. The inmate
acknow edges receipt of the draft by signing the
BP-112, Prisoner's Personal Funds and Gatuities
Voucher .

For after-hours inmate rel eases, the above
procedures shall be foll owed except the Cashier
shall turn the envel ope containing the draft to
the Correctional /D scharging Oficer who shal
open the envel ope and verify receipt of the draft
by signing the yell ow copy of the BP-112.

The first copy of the draft is retained by the Accounting
Supervisor in a nunmerical file, by nonth. A copy of the
certified Monthly Draft Report listing all drafts issued during
the nonth shall also be placed in the nunerical draft file as
requi red by paragraph d.7.(b). This serves as verification that
drafts are being issued in sequential order and are issued with
t he know edge of the primary Draft Di sbursing O ficer. The
second copy of the draft is attached to the voucher and returned
to the Draft d erk.

The voucher nust be nutilated and annotated with the date paid
and the draft nunber in accordance wth P.S. 2000. 2, Chapter
10715, c. 4.

9. Voiding Drafts. |If errors are detected in the printed
draft prior to signature and issuance to the payee, the draft
nmust be voided. To void a draft, stanp or wite "VO D NO\W
NEGOTI ABLE" on the front of the original draft and all copies
over the space provided for the Certifying Oficer's signature.
The original voided draft and all copies shall be filed in the
numerical file together with the copies of issued drafts
descri bed in paragraph d.8.(c).

The original draft nmust be in your possession or you cannot void
the draft. All voided drafts nust be properly voided in the FMS
Draft Paynent Modul e to ensure proper accountability of drafts.
The procedures for voiding drafts in FMS are provided in the
FM S Draft Paynment Module Users Manual. |f a draft has been

i ssued to the payee and there is a need to cancel the draft, a
stop paynent nust be requested in accordance with the
instructions in paragraph d. 10.
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10. Lost or Stolen Drafts. Lost or stolen drafts nust be
reported imediately to the Draft Account Manager via the FM S
MAI LBOX (I D BOPAMER) and a stop paynent nust be requested. The
request nust include the foll ow ng information:

! Draft nunber;

1 Draft anount;

! Dat e issued;

I Draft payee;

! Reason for stop payment;
! | D which issued draft.

Upon recei pt of the request, the Draft Account Manager wil |
initiate the stop paynent. Once the stop paynent is issued,
usually within two working days, the institution requesting the
stop paynent shall verify the status of the draft using the FM S
Draft Paynent Module. |If a stop paynent has not been processed,
t he Accounting Supervisor or the Draft Cerk shall contact the
Draft Account Manager to find out why a stop paynent has not been
i ssued.

It is critical that a stop paynent be requested as soon as the
need becones apparent. A stop paynent cannot be issued once the
draft has cl eared.

(a) Requesting Copies of Drafts. To obtain a copy of
the front and back of a negotiated draft, the primary Draft
Di sbursing Oficer or designee nmust send a request to the Draft
Account Manager via the FM' S MAI LBOX (I D BOPAMER). The request
nmust include the follow ng information:

! Draft nunber;

1 Draft anount;

! Dat e issued;

I Draft payee;

! Draft cl ear date;

1 Nanme of contact person at the draft site.

The Draft Account Manager will forward the copy to the requestor
or contact person as quickly as possible.

(b) Payee's CQaimof Draft Non-receipt. A draft payee




who clains non-receipt of a draft that has cleared nust conplete
an Affidavit of Unauthorized Endorsenent (Affidavit). The
Affidavit may be obtained fromthe Draft Account Manager.
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The Draft Disbursing Oficer or Draft Clerk should fill out the
Affidavit and forward it to the payee for signature. The payee's
signature nust be notarized and the Affidavit nust possess the
rai sed seal of the Notary Public.

If a Notary Public is not available, the signature nust be
w tnessed by a United States Consul ate and the Affidavit nust
possess the raised seal of the Consul ate.

The conpleted Affidavit should be sent to the Draft Account
Manager who wll forward it to Mellon Bank for disposition. The
Draft Account Manager will notify the draft site once the
Affidavit is settl ed.

11. Msmatched Drafts. Drafts that are presented to Mellon
Bank for paynment nust contain information identical to
information in the FM S Draft Paynment Module. The FM S Draft
Paynment Module will automatically identify drafts presented to
Mel l on that do not match and then generate a daily M smatch
Report. This Msmatch Report is transmtted to the Draft Account
Manager. The Draft Account Manager will contact the institution
when necessary for assistance in identifying the cause for any
m smat ched draft. The Draft Account Manager is responsible for
maki ng any changes in the FM S Draft Paynent Mdul e necessary to
clear msmatched drafts.

12. Accounting Entries at the Draft Site. Al FM
accounting entries relating to draft paynments are entered into
the FM'S Draft Paynent Module at the tine the draft is generated.
Manual entries using the Batch Transm ssion System (BTS) are not
required.

NOTE: Drafts issued shall not be posted on the institution's
SF-224, Statenent of Transactions. The SF-224 entries are nade
by the Accounting Operations Section, Finance Branch, when
paynment is made to Mellon Bank for cleared drafts.

(a) lncorrect Appropriations. A draft shall not be
i ssued for amounts applied to nore than one appropriation. Also,
once a draft has been issued through the FM S Draft Paynent
Modul e, the appropriation cannot be changed through FM'S. The
correction nmust be made in FMS using 02 transactions for
obligations, and 04 transactions for travel advances and
di sbursenents for inmate funds.

Exanple 1. To correct a draft payment of $200 entered in the
FM S Draft Paynment Module in the X3 Appropriation that should
have been entered in the S&E Appropriation, requires the
followi ng 02 transactions:
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02 Transactions:

Colum 1
X3 3 334 400 YZ6 2522 -200. 00
22 P 334 400 000 2522 200. 00

Exanple 2. To correct a draft paynment for a travel advance
entered in the FM S Draft Paynent Mdule in the X4 Appropriation
t hat shoul d have been entered in the S&E Appropriation, the
follow ng 04 transactions are necessary:

04 Transacti ons: Appropriation Dr. Cr.
X4 110. 3 180. 0
S&E 180. 0 110. 3

Exanple 3. To correct a draft paynment entered in 15X6875 that
shoul d have been entered in 15X6085, make the follow ng 04
transacti ons:

04 Transacti ons: Appropriation Dr. Cr.
6875 110. 3 450. 1
6085 450. 1 110. 3

A Journal Voucher shall be prepared and posted to the SF-224 each
tinme the entries are nade.

(b) Batch Corrections. The "Z" series of batch
nunbers i s designated for correcting entries to the Mellon Draft
System which require a new FM S batch nunber. Draft paynent
sites shall use nunmbers 001Z - 999Z for each Fiscal Year and
mai ntain a nunerical log to record the batches used.

When correcting a line itemin a batch, the batch nunber already

assigned to that batch nust be used. |If it is necessary to
delete a line and re-enter it, use the "Z" series of batch
nunbers as expl ai ned above. Institution batch nunbers shal

never be used to correct batches generated through the FM S Draft
Paynent Modul e.

13. Proof-check Entries. At the beginning of each nonth
(at a mnimum, the Draft D sbursing Oficer or designee shal
generate, using the FM S Draft Paynent Modul e, the Uncl ear Agi ng
Report. This report shows all drafts issued which have not
cl eared Mellon Bank. The total amount fromthe Uncl ear Aging
Report shoul d equal the anpbunt in General Ledger Account 116.0,
Draft Paynents in Transit.




The Monthly Draft Report (see paragraph d.7.(b)) shows the anount
to be listed in Appendi x 3 of the proof-check, Draft Control
Regi ster section.
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14. Accounting Entries at the Central Ofice. Each day the
FM S Draft Paynment Mdul e autonatically generates 04 transactions
to transfer the dollar anmount of drafts that cleared Mel |l on Bank
from 116.0, Draft Paynents in Transit, to 110.9, Draft
D sbursenments. The 100. 66A, Detail Support for Draft Paynent
System Report, lists these entries by date and anount.

15. Drafts Issued to UNNCOR Drafts may be issued to
UNI COR for inprest fund transactions listed in paragraph d. 1.
Each draft issued shall be recorded in the Bureau of Prisons
Suspense, 15X6875.10. To acconplish this, an 04 Transaction nust
be done:

139. 4 Accounts Receivable, UNICOR Draft Paynents Dr.
116. 0 Draft Paynents in Transit Cr.
At the end of the nonth, UNICOR shall be billed via OPAC for the

anount of drafts issued. The follow ng 04 transaction shall be
done in 15X6875.10 to reverse the Accounts Recei vabl e:

110. 3 Net Di sbursenents Dr.
139. 4 Accounts Recei vabl e, UN COR
Draft Paynents Cr.
e. Draft Conpliance Reviews. Draft Conpliance Reviews nust be
conducted once each fiscal year at each draft site. In

accordance with Departnent of Justice requirenents, the reviews
will determne if draft sites are conplying with rules governing
aut hori zed use, preparation, and control of drafts.

The Regi onal Conptroller is responsible for ensuring that all
annual Draft Conpliance Reviews are conducted for paynent sites
Wi thin his/her respective region. The reviews nust be conducted
by staff not assigned to the draft site. The Chief, Finance
Branch, shall ensure appropriate reviews are conducted for the
Regional O fices and all other draft sites.

Any Fi nanci al Managenent Program Revi ews conducted by the Program
Review Division will satisfy the requirenents of the Annual Draft
Compl i ance Review. The Draft Conpliance Reports for those

| ocations using the Financial Minagenent Program Review, in |ieu
of separate Draft Conpliance Reviews, will be prepared as
required in paragraph e.3.

1. Preparation for the Draft Conpliance Review. In
preparation for each Draft Conpliance Review, the Regional
Comptroller will notify the Chief Executive Oficer of the dates,
menbers of the review team and any docunentation required to be
avail able. The Controller, at the tine of the review, wll be
required to submt to the review teamthe nanmes of all Draft




Di sbursing Oficers, Approving Oficials, and Draft Cerks. The
Regi onal Conptroller will notify the Chief, Finance Branch, of
t he schedul ed revi ew and request the foll owi ng advance materi al :



(1)

(2)

(3)

(4)

(5)
(6)
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List of all Draft Cerks, Approving Oficials, and
Draft Disbursing Oficers on file with the Draft
Account Manager ;
List of draft nunbers assigned to the draft site;

Report of Drafts over $1,750 by Location and
Payee,;

Report of Drafts in Draft Nunber Sequence by
Locati on and Payee;

Report of Potential Duplicate Drafts by Location;

Copy of the last Draft Conpliance Revi ew.

2. Draft Conpliance Review Steps. The follow ng steps

shal | be conpleted during each Draft Conpliance Revi ew

(1)

(2)

(3)

(4)

(5)

(6)

Revi ew t he procedures for assigning and using user
|Ds and passwords. Verify that the Draft O erks
have individual user ID s and passwords which are
uni que and have not been shared or conprom sed
(paragraph d.3.). |Is the Draft Account Manager
notified i medi ately of conprom sed passwords (if
any) ?

|s the Draft Account Manager notified within five
wor ki ng days of any del eted or revoked Draft
Clerks, Draft Disbursing Oficers or Draft
Approving Oficials as prescribed in paragraphs
c.6. and d.5.?

Verify that the list of Draft Cerks, Draft
Approving Oficials, and Draft Disbursing Oficers
on file with the Draft Account Manager matches the
current list at the draft site;

Revi ew the security of the area where unused
drafts are maintained. Drafts shall be stored as
described in paragraph d.6.(a);

Conduct a Mellon Draft Verification. Conpare the
range of draft nunbers to those supplied by the
Draft Account Manager, Central Ofice;

Determine if quarterly Mellon draft verifications
were conducted in conjunction with the quarterly
unannounced cash verification;



(7)

(8)

(9)
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Ensure the primary Draft Disbursing Oficer is
mai ntaining a nunerical log of all drafts issued
as required by paragraph d.7.(b);

Review the Monthly Draft Reports to determne if
the follow ng requirenments were satisfied:

The Monthly Draft Report was generated by the
primary Draft Disbursing Oficer at the beginning
of each nonth for the previous nonth;

The primary Draft Disbursing Oficer is certifying
that the Monthly Draft Report was reviewed for
numeri cal sequence and m ssing draft nunbers;

The primary Draft Disbursing Oficer is
mai ntai ning the original certified Monthly Draft
Report;

A copy of the certified Monthly Draft Report is on
file in the nunerical draft file and the in the
nmont hly proof - check.

Revi ew a sanpling of draft payment vouchers to
determine if the follow ng requirenents were
satisfied:

Drafts were issued only for authorized uses as
prescribed in paragraph d.1.;

There was evidence of recei pt of goods and/or
services ordered in draft vouchers;

The signatures of the Draft Approving Oficials
mat ch the signature cards;

The voucher supporting docunentation is in
accordance wwth P. S. 2000.2, Chapter 10715;

Vouchers were nutil ated as descri bed in paragraph
d.8.(c);

Drafts were not issued in excess of the $2,500
[imtation, and nultiple drafts were not issued to
circunvent this limtation;

Drafts issued via the FM S Draft Mdul e were not
typed or hand-witten;

Draft anount corresponds to the anount certified
for paynent;



I Draft Disbursing Oficer's signature on issued
drafts matches signature on file wth Draft
Account O ficer;
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First copy of the draft is filed nunerically; the
second copy is filed with the supporting voucher.
Voi ded drafts with all copies attached are filed
in the nonthly nunerical file.

(10) Review the Draft Register Validation Reports to
determine if the follow ng requirenents were
satisfied:

Draft Clerks are generating the report for each
session and for the nonth;

Draft Clerks are filing the reports as required,

Accounting Supervisor is review ng at | east
monthly the report files maintained by the Draft
C erks.

3. Draft Conpliance Review Reports. A Conpliance Review
Report shall be prepared by the team | eader each tine a Draft
Compl i ance Review is conducted. For institutions using the
Fi nanci al Managenent Program Review, the Regional Conptroller
shall review the final Program Revi ew Report and obtain from
Program Revi ew a copy of all work papers pertaining to the review
of drafts and draft vouchers. The Regional Ofice shall prepare
a Conpliance Review Report utilizing the information supplied by
the Program Review Division. The report shall contain the
fol | ow ng:

I An executive sumary;

I A discussion of the scope of the review including
steps taken during the course of the review,

I Findings, corrective actions, and recomendati ons;

Each conpl eted Draft Conpliance Review Report shall be forwarded
to the Chief, Finance Branch, within six weeks after the review
After thorough evaluation, each report shall be forwarded to the
Director, Finance Staff, Justice Managenent Division, Departnent
of Justi ce.

At the end of each fiscal year, each Conptroller shall identify
draft sites in the Region that were not reviewed that year. A
report shall be submtted to the Chief, Finance Branch, listing

the sites that were not reviewed, the reasons they were not
reviewed, and the anticipated dates the reviews wll be
per f or med.
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Cash Managenent Account Signature Card Mel | on Bank
Title of Account

Bureau of Prisons FC, Gotham Gotham PA 20139

Account Nunber Organi zati on Code Ef fective Date
9114776 * 567 * 6/1/91
Si gnat ure Si gnat ure
Nanme Narme
Sally A. Tech John R Doe
Si gnat ure Si gnat ure
Nanme Narme
Speci al Instructions Nane of Signature Required__ 1

Pl ease delete Nancy Q. Snmith effective 6/1/91

Ronal d A. Soap , Controller
Nanme Si gnat ure
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MELLON DRAFT VERI FI CATI ON

DATE

Mellon Draft on hand - (verify from previous verification dated

| ncl usi ve Nunbers Quantity Packing Slip Nunber
to
to
Tot al : 1.

Drafts received since previous verification:

to

to

to

Tot al : 2.

Drafts i ssued since previous verification: Monthly Draft Report

to

to

to

to

Tot al : 3.

Total Drafts Currently on Hand (Line 1 + 2 - 3) 4.

Physi cal count of drafts on hand:

to

to

to

Physi cal Count Total: 5.
Difference: (Line 4 - 5) 6.

Expl anati on of any difference:
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BUREAU OF PRI SONS
WASHI NGTON, D. C.

PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER
10705

10710

10715
10720
10725
10730
10735
10740

10745

10750

10755
10760
10765
10770

10775

CHAPTER 10700 - DI SBURSEMENTS

TITLE

Abbrevi ations Used in Chapter 10700

Pur pose and Requirenments of Di sbursenent
Procedur es

Control Over Disbursenents

Aut hori zed Advance Di sbursenents

Exceptions Taken By The General Accounting Ofice
Di sbursenment Voucher Procedures

Speci al Di sbursenent Requirenents

Di sbursenment Procedures for Transportation Charges

Di sbursenent Procedures for General Services
Adm ni stration (GSA) Vouchers

Expendi ture Transacti ons Between Appropriation,
Fund, and Recei pt Accounts

Undel i vered, Cancelled, and Stop Paynent on Checks
Reporting of D sbursenents

Regi onal Fi nance Centers

Pronpt Paynent Act

On-Li ne Paynent and Col | ecti on System *



P.S. 2000.02
Chapter 10705, Page 1
CN- 43, February 12, 1993
PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10700 - DI SBURSEMENTS

CHAPTER 10705 - ABBREVI ATIONS USED I N CHAPTER 10700

ABBREVI ATl ONS

B&F Buil ding and Facilities Appropriation

BCA Budget d eari ng Account *
BOP Bureau of Prisons

CD Certificate of Deposit

CFR Code of Federal Regul ations

DT Deposit Ticket

COLL Col | ecti ons

D SB Di sbursenent s

FMVS Fi nanci al Managenment System

FPMR Federal Property Managenent Regul ations

FAR Federal Acquisition Regul ations

GAO General Accounting Ofice

GBL Governnment Bill of Lading

GOALS Gover nment On-Li ne Accounting Link System *
GSA General Services Adm nistration

GIR U. S. Governnent Transportation Request

JV Jour nal Voucher

MOR M scel | aneous bligation Record

OPAC On-Li ne Paynent and Col | ecti on System *
PO Pur chase Order

RFC Regi onal Fi nance Center

S&E Sal ari es and Expenses Appropriation

SOr St at enent of Transactions

TFM Treasury Financi al Mnual *
TFRM Treasury Fiscal Requirenments Manua

TFS Treasury Fiscal Service

uscC Uni ted States Code
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15 OCT 1986

PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10700 - DI SBURSEMENTS

CHAPTER 10710 - PURPOSE AND REQUI REMENTS COF DI SBURSEMENT
PROCEDURES

a. Purpose. This chapter sets forth the procedures that nust be
foll owed by each institution of the Bureau of Prisons in the
preparation, pre-audit and certification of all disbursenent
vouchers except payroll vouchers (discussed in Chapter 10800) and
petty cash vouchers (discussed in Chapter 10600}.

b. bjective of Miintaining D sbursenent Procedures. Effective
systematic procedures nust be maintained in order to provide
adequate internal control over cash resources.

c. Requirenents for Each Disbursenent. Each disbursenent that
is made by an institution of the Bureau nust satisfy each of the
foll ow ng requirenents:

1. Legal. Each disbursenent nust be for an authorized and
| awf ul paynment or for refund of an excess anount previously
collected by an institution.

2. Use of prescribed forns. Every disbursenent, whether in
cash or by checks drawn on the Treasury of the United States
or designated depositories, nmust be recorded and processed
on fornms prescribed by the Departnent of Treasury or GAQO.

The Departnent of Treasury has responsibility for al

di sbursenent forns, both general and specific types. GAO
has responsibility for fornms dealing with transportation and
the rei nbursenent of travel expenses. Refer to GAO Policies
and Procedures Manual for Cuidance of Federal Agenci es,
Title 5, Section 22.1.)

3. Docunentation of disbursenents. Each disbursenent shall be
supported by basic paynent docunents, such as an invoice,
bill or statement of account, indicating sufficient
information to adequately account for the disbursenent and
enable GAOto audit the transaction and nmake settlenment with
the certifying officer as required by law. Such in.
formation nmust include. as a mnimum (Refer to the GAO
Manual for CQuidance of Federal Agencies. Title 7, Section
18. 2. #

(a) Item zation of or reference to the itens purchased or
servi ces rendered; the nunber of units purchased; the
unit prices of itens purchased, where appropriate, and
the total amount of the billing.

(b) Reference to any contracts or agreenents.



(c) The nineteen digit accounting classification code
of the Bureau.
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CHAPTER 10715 - CONTROL OVER DI SBURSEMENTS

a. Purpose. This chapter prescribes the procedures that shal
be foll owed at each institution to ,maintain adequate contro
over di sbursenents.

b. pjectives. The principal objectives of control over

di sbursenents are to ensure that all disbursenents are |egal
proper, correct, accurately recorded, and reported in a tinely
and efficient manner.

c. Miintaining Control Over Disbursenents. Each institution
shall maintain internal control over disbursenents through the
fol |l ow ng procedures:

1. Seqregation of duties. Duties or operations relating to
di sbursenents shall be performed only by authorized
personnel and nust be segregated to the naxi mum extent
possi ble. Duties should be segregated with respect to:

(a) Exam ning invoices.
(b) Preparing vouchers.
(c) Keeping tinme records.
(d) Maintaining voucher registers or simlar docunents.
(e) Certifying disbursenent vouchers.

2. Pre-audit of disbursenent vouchers. Effective control over
di sbursenents requires the pre-audit (exam nation) and

approval of vouchers and supporting docunents before the
voucher -schedul es are certified for paynent.

If at all possible. the person preparing the voucher shoul d
not performthe pre-audit. The pre-audit shall be perforned
by a civilian enpl oyee and each "Voucher Data Forni shal

bear their initials. The pre-audit of a disbursenent
voucher shall be nmade to determ ne:

(a) Whether the required adm nistrative authorizations for
t he procurenent and approval for paynent were obtai ned.

(b) \Whether receipt of the goods or services has been
evi denced by an appropriate civilian enpl oyee.

(c) \Whether the paynent is permtted by law and is in
accordance wth the terns of the applicable agreenent.



(d) Wether the anount of the paynent and the nane of the
payee are correct.
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(e) \Whether the paynment will be a duplication of a prior
paynment .

(f) \Wether the goods received or the services perfornmed
were in accordance with the agreenent.

(g) Wether the quantities, prices and anounts are accurate
and in accordance with the agreenent.

(h) Wether all cash, trade, quantity or other discounts
have been taken and, if not, whether the reason was
shown on the appropriate docunent.

(1) \Wether all applicable deductions were nade and
credited to the proper account in the correct anount.

(j) \Whether the appropriation or fund from which the
paynment will be nade is available for that purpose.

(k) \Whether proper fornms of docunentation were used.

(1) \Wether special certificates, if required, were
f urni shed.

3. Disbursenents to be made by checks. Al disbursenents,
except those author:zed to be made in cash, shall be nade by
checks drawn by authorized officers on the Treasury of the United
St at es.

Each check drawn nmust be in accordance with the paynent
information certified on the SF-1166.

4. Preventing duplicate paynents. Each invoice and all other
supporting docunents nust be stanped (nutilated) with the word
"PAI D' and the date of.paynent by an enployee. Also, the invoice
must bear the nunber of the voucher-schedul e under which the
i nvoi ce was submtted for paynment. Docunents such as
transportation requests (GIRs), however, should be marked in such
a way as to avoid extrene nutilation.

Each institution nmust be particularly alert to the possibility of
duplicating paynents whenever one or nore of the follow ng
Situations exist:

(a) Paynments have been del ayed for extended periods of tine
after due date and duplicate copies of invoices are
received fromvendors as foll ow up clains.

(b) Invoices or bills my have been submtted by the
vendors to nore than one | ocation for paynent.

(c) Adjusted invoices are received after paynents have
been nade.
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5. Approving and certifying paynent docunents. In Section
18.4, Title 7 of the GAO Manual for Quidance of Federal Agenci es,
GAO has prescribed that each voucher, voucher-schedul e, invoice
or bill (SF-1012, Travel Voucher, SF-1038, Advance of Funds
Application and Account, BP-112, Voucher for Prisoners Personal
Funds and Cash G atuity, SF-1129, Reinbursenent Voucher, and any
ot her voucher docunment that has a space provided for Certifying
Oficer's signature) used in lieu of a prescribed voucher nust be
approved for paynent by the proper Adm nistrative Oficer who is
aware of the facts stated therein and nust be certified by an
authorized Certifying Oficer as provided in Section 82c and 82f
of Title 31 of the United States Code. Wen one person is
aut horized to both approve and certify a voucher, that person is
required to sign the voucher only as the Certifying Oficer.

* (a) Designation of Certifying Oficers. As set forth in 28
CFR 0.159, the Director of the Bureau of Prisons is
aut hori zed to designate enpl oyees to certify vouchers. The
author-ity to designate Certifying Oficers has been
redel egated to the following officials in accordance with
the foll ow ng procedures:

Deputy Assistant Director, Adm nistration Division
Chief, Ofice of Finance

Seni or Deputy Regional Directors

Deputy Regional Directors

Regi onal Conptrollers.

(1) Certifying Oficers shall be designated in the
foll ow ng manner and in accordance with TFM 4-2575. 30.
7 GAO 20.5 requires disbursing operations to be
segregated fromother financial managenent functions
such as purchasi ng of goods and services, exam ning and
pre-auditing of vouchers, and receiving goods and
services. Consequently, a person desig-nated as
Accounting Techni ci an, Warehouseperson, or Contracting
O ficer shall not be designated as a Certifying
Oficer. \Were financial managenent staff is |limted,
it may not be possible to avoid duplicate designations.
However, every alternative should be explored and
docunented for a nore suitable arrangenent of duties
and responsibilities. *

(2) Institutions shall prepare their request for
designation of Certifying Oficers in accordance with
TFM 4-2040. 30.

(3) There is no formal notification for designation of
Certifying Oficers. The effective date specified by
institutions in their transmttal letters wll be

foll owed. Designated Certifying Oficers may function
as of that date.
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(4) For changing a Certifying Oficer in an
institution, a request shall be made in the sane
manner as above and sent to the Regional Ofice for
the authorized official's signature (see Exhibit A). *

(b) Basic responsibilities for Certifying Oficers. The
act entitled, "To Fix the Responsibilities of Di sbursing and
Certifying Oficers and for OQther Purposes,” approved
Decenber 29, 1941, as anended, 31 USC 82c and 82f, provides
that an Oficer or enployee certifying a voucher for paynent
shal | :

(1) Be held responsible for the existence and
correctness of the facts recited in the certificate or
ot herwi se stated on the voucher or its supporting
papers for the legality of the proposed paynent under
the appropriation or fund involved and for the
correctness of the conputations therein.

(2) Be held accountable for and required to make good
to the United States the anount of any ill egal,

i nproper or incorrect paynent resulting fromany fal se,
i naccurate or msleading certificate nade by them as
wel |l as for any paynent prohibited by Iaw or which did
not represent a |egal obligation under the
appropriation or fund involved. (Refer to the GAO
Manual for the Guidance of Federal Agencies, Title 3,
Section 54.1.)

The Bureau requires that all admnistrative changes and
cor-rections nmade on any paynent docunent nust be
initialed by the Certifying Oficer.

(c) Conmptroller CGeneral Decisions. The Conptroller Gen-
eral (CG is required to render advance deci sions at the
request of Disbursing Oficers, Certifying Oficers (31 USC
82d) and heads of agencies (31 USC 74) in advance of

payment .

DA Order 2110.29B, requires that requests for CG deci sions
be made through the Departnment. Consequently, ALL requests
for advance CG decisions shall be submtted to the Central
Ofice to the attention of the Chief, Ofice of Finance,

t hrough the appropriate Regional Ofice. (Requests from

UNI COR shall be forwarded directly to the UNICOR Controller
Central O fice, for processing.) The Regional Director,
Conmptrol ler or other regional official shall forward his/her
comments and/or recommendations with the original request.

The Central Ofice will process each request in one of the
fol -1 ow ng net hods:
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(1) Requests involving paynents of nore than $25.

Each request will be transmtted to the Assistant
Attorney General for Adm nistration in accordance with
DQJ Order 2110. 29B.

(2) Requests involving paynents of $25 or |ess.

In CG Decision B-161457, dated July 14, 1976, the

CG stated that disbursing and Certifying Oficers
requesting decisions for itens of $25 or |ess may
hereafter rely upon witten advice from an agency

of ficial designated by the Assistant Attorney Ceneral
for Adm nistration under the provisions of 28 CFR
0.76(h) and redel egated to the Heads of Bureaus by DQJ
Order 2110.29B. Further redel egation has not been
aut hori zed, so requests wll be processed for the
signature of the BOP Director/Comm ssioner of Federal
Prison Industries, Inc.

6. Recording of disbursenents. D sbursenents nust be recorded
pronptly in the proper accounts of record and reported in
accordance with Treasury Departnent regul ations.

Upon recei pt of the copy of the SF-1166 with supporting paynent
docunents attached, the Accounting Supervisor shall pronptly
prepare an 02 transaction code for entry into the conputerized
Fi nanci al Managenent System (FMS) to record the di sbursenent and,
as appropriate, to reduce undelivered orders or accounts payabl e
i f previously established.

7. Controlling paynent docunents. Paynent docunents mnust be
safeguarded to prevent alteration or other m shandling.
Accordingly, after exam nation and initialing by the enpl oyee
desi gnated as responsi ble for the exam nati on of vouchers prior
to certification, the SF-1166 shall never be handl ed by an i nmate
or anyone ot her than an enpl oyee.

All incomng mail received fromthe Regional D sbursing Ofice
(except mail especially addressed to renmai n unopened, i.e.,
payrol |, reinbursenent checks, and other checks) nust be opened
by only one designated enpl oyee.

All copies of "acconplished" SF-1166's received fromthe
Regi onal Disbursing O fice nust be delivered by civilian per-
sonnel only to the Accounting Supervisor who is thereafter
responsi ble for control and safe retention in a | ocked file of
all "acconplished" (paid) copies of the SF-1166.

8. Reconciliation. The copy of the SF-1166, with the
supporting docunents attached, and the 02 transaction entries
made into the conputerized system nust be conpared and reconcil ed
to the acconplished copy of the SF-1166 upon its receipt fromthe
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Regi onal Disbursing O fice of the Departnent of the Treasury and
to the Statenment of Transactions (SF-224). Any discrepancies
shal | be resol ved and corrected.

9. Miintaining records on file. Records or files of vouchers
or voucher schedules sent to the D sbursing Ofice for paynent
must be maintained by the institution and nade available to GAO
for audit and settlenent purposes upon request.

Basi ¢ paynent docunents shall be retained in the admnistrative
files to support each voucher schedul e.

The acconplished SF-1166 shall be filed nunerically in separate
files maintained for each nonth in a | ocked, fire-proof file.

10. Periodic internal reviews. At |east once each nonth the
Accounting Supervisor shall exam ne the voucher preparation
(accounts payable) file to ascertain that bills payabl e have been
processed, that no di scounts have been | ost, and that sound
busi ness practices are otherw se being followed. A review of the
entire file is not mandatory. The review should be sufficient to
ensure the integrity and adequacy of the file.

Peri odi c reviews of disbursing operations nust be nmade at each
institution under the direction of the Controller to ascertain
whet her the prescribed requirenents are bei ng observed.
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* SAMPLE*

Regi onal Disbursing Oficer
Di vi si on of D sbursenent

Dear

The purpose of this letter is to request that (full nane)

be made a Certifying Oficer for the Bureau of Prisons,
(institution) , (location) , (institution's ALQ ,
effective _ (date)

(full nane) will replace (full nane) , whose
authority as Certifying Oficer at (1l ocation) may be
revoked effective _(date) . The SF-210's are attached.

| f you have any questions, please contact (cont act
person's full nane, position, and tel ephone nunber)

Si ncerely,

Deputy Assistant Director,
Adm ni stration D vision

(Chief, Ofice of Finance;
Seni or Deputy Regi onal
Director; Deputy Regi onal

Director; Regional Conp-
troller)

At t achment

| nstructi ons:

When submtting this letter to the Regional Ofice for
signature, please enclose four signature cards (SF-210)
executed at the institution, per sanples furnished you. *
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CHAPTER 10720 - AUTHORI ZED ADVANCED DI SBURSEMENTS

a. This chapter lists the itens for which advance paynents are
aut hori zed.

b. Authority. 31 U S.C 530 authorizes the advance paynent for
certain goods and servi ces.

c. Itens Authorized for Advance Disbursenents. Subscriptions or
ot her charges for newspapers, magazi nes, periodicals, tuition,
regi stration, and other publications for official use may be paid
in advance fromthe current year appropriation. No other advance
paynments are authori zed.

d. Docunentation. Advance paynents shall be docunented in such
a manner as to ensure their propriety. Purchase orders (PO
prepared for the acquisition of goods or services shall indicate,
in the body of the PO, the need for advance paynent and the
anount of advance paynent required. The receiving copy of the PO
shall be made a part of the voucher upon receipt. Additionally,
in the case of periodicals, a copy of the.invoice or notice of
renewal shall also be placed in the file. |In cases of advance
paynment for tuition or registration fees. a copy of the training
aut hori zation (SF-182) shall support the paynent.
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CHAPTER 10725 - EXCEPTI ONS TAKEN BY THE GENERAL ACCOUNTI NG OFFI CE

a. Purpose. This chapter presents an outline of the procedures
that nmust be followed in the event that the GAO audits take
exception to the accounts of certifying and di sbursing officers.
The specific procedures that the GAO has prescribed in Title 3
see 57.1 of its Manual for the Guidance of Federal Agencies nust
be followed at all institutions, the regional offices and the
Central Ofice.

b. Notice of Exception. GAO uses Form No. 1100 for notifying
certifying and disbursing officers of exceptions taken in the
audit of agency accounts. Space is provided in the |ower part of
the formfor reply to GAO for "excepted" itens which can be
satisfactorily explained or for report of corrections nade.

c. Filing Notices of Exception or Inquiries Regarding Voucher
Transactions. Upon issuance by GAO of a Notice of Exception or an
informal inquiry relative to the propriety of a voucher
transaction. the institution possessing the original voucher is
responsi ble for securely attaching a copy of the Notice of
Exception or informal inquiry and all replies or correspondence
to the original basic voucher. This docunentation nust remain
permanent|ly attached when the voucher is refiled in its proper
pl ace in the account for subsequent transmttal to a Federal
Records Center for permanent filing. (See Title 8 of GAO Manua
for the Quidance of Federal Agencies.)

d. Pronpt Response Required. The replies to exceptions nust be
gi ven pronpt consideration and nmust be stated in the space

provi ded on the GAO Form 1100. The original with reply stated
thereon, after being admnistratively verified, nmust be signed by
the responsible certifying or disbursing officer and returned
pronptly to the audit activity which issued the exception.

e. Replies by Successors. In the event the respective
certifying or disbursing officer is no |onger available, the
current certifying or disbursing office for the admnistrative

of fice involved nust furnish, signed by them the adm nistrative
reply to the exception if it can be provided on the basis of the
information or data on file. In the event it is necessary to

i ssue revised exception, the successor should al so provide the
responsi ble officer's current address in the reply to the
original of the Notice of Exception which should then be returned
pronptly to GAQ
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CHAPTER 10730 - DI SBURSEMENT VOUCHER PROCEDURES

a. Purpose. The purpose of this chapter is to establish
procedures to be followed at each accounting station of the
Bureau of Prisons in processing disbursenents which are to be
pai d using a voucher-schedul e SF-1166 or ot her disbursenent
nmet hods prescri bed by the Departnent of the Treasury.

b. Docunents Used as Basic Vouchers.. Except. for disbursenents
i nvol ving charges for transportation services, the policy of the
Bureau of Prisons is to use an invoice or bill and supporting

docunents as a basic di sbursenent voucher in lieu of the basic

voucher form prescribe by the Departnent of the Treasury (refer
to General Accounting Ofice (GAO Mnual for the Guidance of

Federal Agencies, Title 7, Section 18.3).

Basi ¢ paynent docunents shall reflect sufficient information to
adequately account for the disbursenent, to enable GAO to audit
the transactions, and to make settlements wth the certifying
officers as required by law. Such information nust include, at a
m ni mum

1. Itemzation of, or reference to, the itens purchase or
servi ces rendered; the nunber of units purchase; the unit prices
of itenms purchase, where appropriate; and the total anount of the
invoice, bill, etc.;

2. Reference to any contracts or agreenents;

3. The Bureau's 19-digit accounting classification code.

c. Basic Payment Docunents Support.. Each di sbursenent shall be
supported by the foll ow ng docunents:

1. Oiginal invoice, original bill(s), or statenent of
accounting showi ng sufficient information to adequately account
for the disbursenent;

2. Phot ocopy of purchase order (PO on: each nultiple paynent
and voucher copy of PO attached to final paynent;

3. Receiving report. or properly signed "supplies and services
recei ved" stanp (see paragraph e.4);

4. Charge account and cash di sbursenent shall be supported by
a copy of the Request for Purchase, BP-10.
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d. dassification of Basic Payment Docunents. Each basic
di sbur senent docunent nust be sorted into a classification for
paynment processing .as follows:

1. Transportation vouchers.

2. Vouchers payable in foreign currency.
3 Travel expense vouchers.

4. Cash Rei nbursenent vouchers.

5 "No Check" vouchers.

6. Al other supply and service vouchers.

Transportation vouchers require special processing as
prescribed in Chapter 10740 of this manual.

* Tenporary duty travel expense vouchers and all other supply
or services disbursenments shall be processed for paynent
utilizing a SF-1166, draft, cash, or the On-Line Paynent
and# Col |l ection System ( OPAC)

Cash rei nbursenent vouchers shall be processed using a SF-
1166. *

e. D sbursenent Procedures for Processing the SF-1166. Al
basi ¢ supporting docunents are processed and all SF-1166's are
prepared under the supervision of an accounting technician.

1. Voucher preparation file. Voucher preparation files are
mai nt ai ned al phabetically by vendor nane. Each vendor shall have
a folder established in which to file copies of purchase orders,
contracts, agreenents, and other supporting docunments pending
recei pt of invoices, bills, and recei pt docunentation. Folders
al so shall be established for each travel authorization and
commercial carrier (GTIR s and GBL's). The follow ng shall be
used as guide for establishing files for vendors w th unusual
nanes.

Vendor.'s nane begi nning with al phabet, file under |ast nanes:
A.B. Trick- file under "T"
T.T. Jones Moving - file under "J"
Vendor' s nanme begi nning with nunber, file under |ast nanes:

3G Tape Conpany- file under "T"
66 Express Conpany- file under "E"

Vendor's nane beginning with "The", file under nanmes of vendor:



The Fabric Store - file under "F"
The J.C. Penney Conpany -file under
mn Pll
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2. Basi ¢ paynent docunents and the nulti pl e-paynent reqister.

(a) Basic paynent docunents. All invoice or bills, except for
transportation, nmust be consi dered basic paynent docunent to
whi ch nust be attached a signed receiving report, or where
appropriate a "Services and Supplies Received" certification and
the appropriate voucher clerk's copy of the purchase order. |If
mul ti pl e paynents are involved, the voucher copy of the purchase
order nmust be attached to the final voucher processed. Any
paynments made prior to final paynment nust have a photocopy of the
purchase order attached. Reference to contracts or agreenents
must be made on the invoice by stating the contract nunber and
date. If the contract or agreenment is not nunbered, the purchase
order nunber nust be shown on the invoice.

(b) Miltiple Paynent Register. A multiple paynent register
shal | be acconplished for each nunbered contract identifying each
paynment by date paid and total contract anount paid to date.

When the final paynent has been acconplished, the multiple
paynment register for nunbered contracts shall be provided to the
contracting officer for review and filing in the contract file.

The nmul tiple paynment register may al so be used to record
mul ti pl e paynents for purchase orders. If this option is used,
the register shall be attached to the nunerical file copy of the
purchase order after the final paynent has been acconpli shed.

3. Assignnent of Voucher Nunbers. Refer to the Treasury Paynent
Modul e Program Statenent for information regardi ng assi gnnent of
voucher nunbers. *

4. Certification required in the absence of a Receiving Report.
Each invoice or bill for goods or services not evidenced by &
recei ving report (BP-ACCT-14) nust be stanped and signed by the
cost center manager or their designee receiving the goods or
services as follows:

"I certify that the goods or services which are presented
for paynent on this invoice have been received."

Signature and Title

Dat e

5. Adnministrative deductions. Adm nistrative deductions shal

be made on the face of the invoices indicating the anount of the
deduction and the reason for the deduction. A copy of the

i nvoi ce shall be annotated and of the invoice, after such
deducti on and before tine di scount deduction, nust be shown on

t he "Voucher Data Form' affixed to each basic voucher. The
certifyirg officer shall initial all admnistrative deductions on




the invoi ce.

6. Cash discounts. Refer to the Pronpt Paynent Program
Statenment for infomation explaining how and when to take
di scounts.
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Entries to accounts payabl e and/or undelivered orders shall be
recorded net of discounts when such di scounts are shown on
purcha$e orders. contracts, etc. However, discounts not taken
because the Treasury borrowi ng than the discount wll not be
considered | ost discounts. taken will be included 1n the price
of the comodity or

7. Lost or destoryed invoices. If an originai invoice has been
| ost or destoryed a duplicate nmust be obtained. A ful

expl anation of the circunstances of the |l oss or destruction of
the original invoice and a statenent that steps have been taken
to prevent duplication of the paynment nust be added to or
attached to the duplicate invoice before it can be processed for
paynent. Steps taken to prevent duplication shall include but
not be limted to:

(a) Review of the paid docunent file for the invoice.

(b) Review. of the entire open docunents listing for the
i nvoi ce.
(c) Revi ew accounting reports (100.37) and M scel | aneous

bl igation Record (MOR) for possible |iquidation.

8. Paynents for nmultiple bills or invoices. To mnimze the
nunber of vouchers prepared and checks issued by disbursing
officers, paynents for nultiple invoices or bills for supplies
furni shed or services rendered should be consolidated into a
si ngl e paynent, provided that:

(a) Paynment is to a single office or place of business of the
vendor ;

(b) Paynent is for a single institution of the Bureau;
(c) The consolidated paynent is agreeable to the vendor, and

(d) No loss of discount or interest penalty to the Governnent
will result.

9. List each disbursenent . The voucher preparation clerk
organi zes the basic paynent docunents and |lists each di sbursenent
on an SF-1166.

10. ldentification for bills payable by check. In an effort to
reduce costs ano prono#e and pronote efficency, Treasury has
requested that agencies not transmt enclosures with SF-1166s.

In order to assure proper identification of these checks, one of
the foll owm ng procedures shall be followed upon conpletion of the
vouchers:

(a) Use tear-off slips or simlar form provided by payee
(labeled as "mail with remttance") or a photocopy of the
invoice. Ml to the vendor acconpanied by a letter stating



these invoices are being paid and a check will be forthcom ng
fromthe U S. Treasury for the total anount.
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(b) List pertinent data (invoice nunber, statenent of account
nunber or bill nunber) on the SF-1166. The foll ow ng
illustration of the body of the SF#1166 indicates how this is
acconpl i shed.

Payee Addr ess Armount
No. Check Voucher
John Doe Any Address 100. 00 1-
Johnst own DD *| nv. No. 30733 0101-2
20737 Bill No. 78
| nvoi ce No. 30735

#0

The asterisk (*) at the begining of the field tells the conputer
not to place those lines in the address of the payee but rather
at the bottom of the check.

Not e: Vendors should be notified in witing that this nethod
is being used and furnished with the nane of a BOP
enpl oyee to contact for any questions that nmay arise.

11. Assigning a schedule nunber. Each installation of the
Bureau of Prisons shall assign a schedul e nunber to each SF-1166
whi ch is being processed for paynent. The nunbers nust run
consecutively for each fiscal year. A separate series of nunbers
prefixed by the letter "T" nust be used for SF-1166s that cover
transportation vouchers. A separate series of schedul e nunbers
shal | al so be assigned for all 15X60B5 (Trust Fund) schedul es.

12. Voucher Data Form A Voucher Data Form shall be affixed to
each basic paynent docunent for all disbursenents.

Si nce accounting processing capabilities and procedures differ at
sone institutions, the voucher Data Form (Acct-136) may he
conpl eted as follows:

Key from Voucher Data Form This requires that all accounting
data necessary for input into FM5 be recorded on the form

Key from M scel |l aneous bligation Record (MOR). Al the
necessary account data required for input into FM5S is already
recorded on the formand only the appropriation, cost center
codes, and the expenditure amount is required on the Voucher Data
Form

13. Preparing the SF-1166. |In preparing the SF-1166, the
followi ng must receive careful attention

(a) The Regional Finance Center of the Departnent of the
Treasury draws checks directly fromlInfornation recorded on the
SF. 1166. Consequently, the information indicated in the nanme and
address space nust be restricted to the information which is to
be shown on the face of the check. Long addresses shoul d be



avoi ded unl ess necessary for oostal identification.
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(b) The anobunt for which the check is to be drawn nust be
indicated in the anount colum in the sanme |line as the nane of
t he payee. The total of the anpbunt colum on the "face" or
summary sheet of the SF-1166 nust include all itens |isted on
continuation sheets and nust agree with the total of anounts
classified by appropriation or fund in the apprcpriation sumary
bl ock of the form

(c) The total anpbunt chargeable to each apprcpriation or fund
shown inthe sunmary bl ock of the SF-1166 onth# sane line as the
fund account synbol.

The information should be shown in the sunmary bl ock inthe
fol | owm ng manner:

Appropriation Amount
15 1060 $1, 020. 00
15X1003 250. 00
15X8408 400. 00

$1, 670. 00

(d) To streng then control and saf eguard agai nst possible
m suse and i nproper handling, ths original SF-1166, after
exam nation and initialing by a civilian enpl oyee responsi ble for
voucher audit prior to certification, never shall be handl ed by
other than a civilian enployee and shall be mailed personally by
the certifying officer.

14. Distribution of the SF-1166. The distribution of the SF-
1166 and supporting docunents is as foll ows:

(a) The certifying officer shall stanp the date that the SF-
1166 is mailed on all copies of the SF-1166 remaining at the
institution.

(b) The certifying officer is responsible for placing, sealing
in a pre-addressed envelope, and forwarding in the mail the
original SF-1166 to the Regional Finance Center. For schedul es
i nvol ving encl osures, wire transfers, or foreign currency, the
original and one copy of the SF-1166 are required. *

(c) One copy with the supporting docunents attached is
forwarded to the accounting office for processing.

(d) One copy of the SF-1166 is to be filed nunerically. (See
Chapter 10715.c.9.)

15. Establishing a "cut-off" date. A "cut- off" date for
processing SF-1166's nust be established by each institution to
permt the Regional Finance Center. (RFC) to make paynent during
the curent nonth. After the cut-off date, the accounting

techni cian prepares the SF-1166's which are dated the first

wor kday of the follow ng nonth. Such SF-1166's can be forwarded
to the RFC as soon as it has been determ ned that ther schdul es




will not reach the RFC until on or after the first of the
followng nonth. 1n no case shall a SF-1166 be submtted for
paynent to the RFC after the institution cut-off date. These SF-

1166's shall be flagged "Pay Next Month" and sent to the RFC at
t he begi nning of the foll ow ng nonth.
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Voucher schedul es prepared after cut-off shall not be entered
into the FM5S until the first day of the follow ng nonth

16. Treasury checks for less than $1.00. To elimnate Treasury
checks for less than $1.00, utilize cash, charge accounts, or the
On-1ine Paynent and Col |l ecti on System (OPAC) where appropriate.

17. Release vouchers. Release gratuity paynents to prisoners
shall be on Form BP-112, Voucher for Prisoners Personal Funds and
Cash Gatutities. Such paynent nust be stated on voucher with
the inmates' personal funds paid to the inmate upon release. In
no case shall the anmount of the gratuity exceed $500.00 for
any one inmate (18 U S:C. 3624).

The O fice of Financial Managenent shall be furnished the
original (white copy) of BP-189's (Release and Gatuity

I nformation) a m ninmum of the days prior to inmates' releases.
The BP-189's shall indicate the anmount of gratuity to be given
inmates at release. The inmates' release forns shall be attached
to the BP-112's to support the paynments. The BP-189's shal
remain attached to the BP-112's and ultinately becones, a part of
t he Repl eni shnment Vouchers. *

f. Paynents to Contract Facilities (Community Correctional
Centers, Local Jails, State Adult Correctional Facilities, State
Juvenile Facilities. The comrunity corrections nanager (CCM is
resposi ble for submtting a Standard Form 1034, Public Voucher
for Purchases and Services O her Than Personal, to cover services
provi ded by contract facilities. The SF-1034 nust be prepared as
illustrated in Exhibit A The CCM nust verify that the anmounts
reported are correct for paynent and nmust certify that services
whi ch are presented for paynent have been. This is done by
signing in the appropriate box on the SF-1034.

The CCM shall forward the conpleted SF-1034 to the comunity
corrections regional admnistrator (CCRA) for review or to the
accounting station's O fice of Financial Mnagenent for paynent
as pre-determ ned by the CCRA. A copy of the SF-1034 and al
basi ¢ paynent and supporting docunents shall be retained by the
CCM i n accordance with the General Records Schedul es. The
accounting station's Ofice of Financial Mnagenent shall file
the Paid SF-1034 in accordance with P.S. 2000. 02, Chapter
10730(9) .
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g. Filing of vouchers. After the schedul e has been certified
and mail ed, the SF-1166 (herein referred to as file copy), with
supporting docunents, will he forwarded to the accounting
supervisor for entry into FM5. Once the entries have been nade,
t he vouchers shall be filed in al phabetical order by fiscal year
of paynent, then by vendor. Copies of the SF-1166 may he

di scarded at this time, except for one copy which shall be
mai nt ai ned by the accounting supervisor who shall be naintained
copies of SF-1166s in transit pending receipt of a "PAI D' copy of
t he schedule fromthe RFC

The pai d vouchers shall he filed al phahetically with a file

fol der being established for each vendor with the nanme of the
vendor indicated on the file folder tab. The file shall be
segregated to group transportation vouchers, travel vouchers (by
enpl oyee nane), replenishnent vouchers (chronol ogically and the
file maintained in the cashiering office), and "all others". The
sane filing schene shall he used as described for the voucher
preparation file (Reference P.S. 2000.02, CH 10730.e.1.).
Institutions with satellites shall naintain separate sets of
files for each satellite.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10700 - DI SBURSEMENTS

CHAPTER 10735 - SPECI AL DI S#: URSEMENT REQUI REMEN S

a. Purpose. This chapter sets forth the special requirenents
that are necessary for several specific types of disbursenents
because of the nature of the disbursenents and the provisions of
specific | aws.

b. Special Requirenents. Follow ng are each of the specific
types of disbursenents that occur at institulions of the Bureau
of Frisons' the related special requirenents that nust be

sati sfied and the procedures that nust be followed at each
institution. |Refer to the General Accounting Giice Manual for
t he Gui dance of Federal Agencies, litle 7, Section 21.)

1. Long di stance tel ephone service

(a) Specific requirenent

(1) Title 31 (Money and Fi nance) (United States Code)
6BCa provides that:

"No part of any appropriation for any executive deparl nent'
establishment, or agency shall be used for the paynent oi

| ong di stance tel ephone toll charges except for the
transaction of public business which the interests of the
Governnment require to be so transacted, and all such
paynents shall be supported by a certification by the head
of the departnent, establishnment or agency concerned or
such subordinates as specially designated to the effect that
the use of the tel ephone in such instances was necessary in
the interest of the Governnent."

(2) Section 679 of Title 31 of the United States Code
prohi bits paynents for tel ephone installations in private
resi dences except as ot herw se provided by | aw.

(b) Required procedures

(1) Controllers nust certiiy all long distance tel ephone tol
paynments. Excluded, however, are charges #or tel ephone calls
billed as nmessage Government-owned within a netropolitan exchange
for the use of tragovernnmental reinbursenents or |eased
facilities.

Any di sbursenment voucher, regardl ess of type, that includes
toll charges for |long distance calls must contain the follow ng
signed certification:
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"Pursuant to Section 4 of the act approved May 10, 1989 (53
Stat.738), | certify that the use of the tel ephone for the
official long distance calls listed herein was necessary in the
i nterest of the Governnent.

(2) The chief executive officer of each institution is
responsi bl e for establishing controls over the use of tel ephones
to adequately ensure that |ong distance tel ephone calls are nade
only when they are the nost econom cal and practical nmeans of
communi cation avail able for the transaction of Governnent
busi ness. Such controls should al so ensure that conmmerci al
tel ephone facilities are used only when Governnent - owned or
| eased facilities are not avail able or when commerci al tel ephone
facilities are nore econom cal than Governnent-owned or | eased
facilities.

Every effort should be made to restrict the use of |ong distance
tel ephone calls to essential official business #nd to ensure the
correctness of the statenent in the admnistrative certificate on
t he voucher that the |long distance toll calls covered by the
voucher were necessary and in the interest of the Governnent.

Where unofficial |ong distance calls have been nmade, it is the
responsibility of the controller to:

a) request the tel ephone conpany to permt a reasonable tinme
for investigation and collection action;

b) recover fromthe individual (s) the amount of such charges
and pay the tel ephone conpany (nmere notification to the tel ephone
conpany of the individual's nane and | ocation does not discharge
this responsibility although the tel ephone conpany will cooperate
in investigating the call);

c) refer to the chief executive officer the nanes of al
i ndi vi dual (s) maki ng unaut hori zed calls for determ nation of
appropriate disciplinary action, and

d) refer to a tel ephone conpany representative all calls
remai ning in dispute after the above procedures have been carried
out with a witten statenent that "lInvest does not substantiate
ei ther paynent pursuant to 31 USA 6 or further collection efforts
by the Bureau."

2. Contract field printing

(a) Specific requirenent. Section 21.9, Title 7, GAO Manua
for the Guidance of Federal Agencies prescribes that the
responsi bl e of fi cer under whose authority contract field printing
was purchased must certify that such work was procured in
accordance wth the applicable Governnment Printing and Bi ndi ng
Regul ations of the Joint Commttee on Printing. DQ Order
2510.9, Section 4, and BOP Program Statenent 4400.1, are al so
referenced for restrictions on obtaining printing services.
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(b) Required procedures. The follow ng statenent of
certification nust be attached to all paynent docunents invo|ving
ccntract fie|ld printing:

"I hereby certify, as responsible officer, that the contract
field printing covered by this voucher was procured in
accordance with the applicable Governnent Printing and

Bi ndi ng Regul ations of the Joint Conmttee on Printing."

This certificate nust be signed by the chief executive officer or
the del egated representative under whose authority the fiel ld
printing is procured.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10700 - DI SBURSEMENTS

CHAPTER 10740 - DI SBURSEMENT PROCEDURES FOR TRANSPORTATI ON
CHARGES

a. Purpose. This chapter sets forth generalized procedures that
nmust be followed by each institution for paynment of passenger
transportation services by or for persons authorized to travel on
of ficial business for the Bureau of Prisons and for freight or
express transportation services by rail, highway, water or air
furni shed for the account of the Bureau of Prisons. Unless
otherwi se stated in this chapter, the regul ati ons and procedures
di scussed in prior chapters shall be foll owed.

b. Specific Requirenents. In Title 5 (Transportation) of the
GAO Manual for the Guidance of Federal Agencies, GAO has
prescribed specific informati on and gui dance to Federal agencies
with respect to freight and passenger transportation services.
These procedures nust be followed at each facility oi the Bureau.

c. Information and General Procedures. The followi ng are
general i zed procedures that are presented for "passenger
transportation” and "freight transportation."”

1. Passenger transportation

(a) Carrier billing for passenger transportation

Carriers prepare original bills for passenger
transportation services furnished to an institution on
Standard Form 1113 (SF-1113), Public Voucher for
Transportation Charges, including one nenorandum copy,
and present these for paynent as directed on the U. S.
Government Transportation Request, Standard Form 1169
(SF-1169).

(b) Information presented on the SF-1113

The SF-1113 nust show the conpl ete serial nunber of
each billed transportation.request and opposite there to the
applicable charges. In preparing the SF-1113, the carrier nust
properiy execute the "payee's certiiicate.” A facsimle signature
of the certifying officer for the carrier may be used or, for
carriers that prepare bills nmechanically, a machine-typed
officer's nane and title nay be substituted for the facsimle
signature provided that the fa#sim le signature or machi ne-typed
officer's nane and title is initialed by a duty authorized cierk.

The carrier nmust properly execute the tear-off slip. A
copy of the SF-1113 may not be substituted for the tear-off slip.
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2. Frei ght or express transportation

(a) Billing for freignt or express transportation charges

Carriers use the SF-1113 i ncl udi nn one nenorandum copy, SF-
1113a as the standard fornms on which to bill charges for freight
or express transportation furni shed under the regul ati ons of
Title 5 of the GAO Manual . Institutions nust use the SF-1103,
US.  Governnment Bill of Lading, to procure freight
Transportation services.

| nformati on on the SF-1113

The arrangenent of the voucher formrequires the listing of
the conpl ete serial nunber and anount of each sub-voucher (bil
of lading, etc.) but does not provide for descriptive details of
the service rendered. The carrier nust properly execute the
"Payee's Certificate." A facsimle signature of the certifying
officer for the carrier may he used or, for carriers which
prepare bills nmechanically, a machine-typed officer's nanme and
titie my he substituted for such facsimle signature. Provided
that the facsimle signature or nmachine-typed officer's nane and
title is initiaied hv a duly authorized clerk. In preparation of
the SF-1113, the carrier nmust properly execute the tear-off slip.
A copy may not be suhstituted for the tear-off slip.

(c) ldentification with original docunents Copies of each GIR
(SF-1169) and Bill of Lading (SF-1103) naintained by institutions
must he matched with the originals and attached respectively to
the SF-1171, Public Voucher for Transportation of Passengers, or
SF- 1113, Public Voucher for Transportation Charges.

(d) Deductions #nd adiustnments All deductions and adjustnents
must he shown on the stub attached to the bottom of the SF-1171
and/ or SF-1113.

(e) Assignnent of basic voucher nunbers Basic transportation
vouchers, SF-1113 and SF-1171, nust he assigned indivi dual
voucher nunbers and the voucher nunber of each nust be |isted
separately in the identification colum of the Voucher and
Schedul e of Paynents (SF-1166). Such voucher nunbers nust be
prefixed by the letter "T".

Check i st

A check list nust be established to include, but not to
limted to, the followng itens which nust be verified in
prepari ng and processing transportation vouchers for
paynment .
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(1) |Is the SF-1171 or SF-1113 properly signed?
(2) Are totals correctly conputed?
(3) Are rates shown?

(4) Are wharfage, tolls, etc., stated as separate itens?

(5 Are receipts for paynents to other conpani es attached
wher e necessary?

(6) Does the SF-1113 include only anmounts properly
chargeable to the institution concerned?

(7) Is the original U S. Governnment Bi 11 of Lading or U S
Government Transportation Request attached?

(8) |Is the consignee's "Certificate of Delivery" properly
executed on the bill of |ading?

(9) Are transportation requests properly executed and valid?

(10) Is the appropriation correctly indicated?

(g) Processing basic vouchers for paynent

(1) Preparing the voucher-schedul e

Separate SF-1166s nust be used for scheduling basic paynent
vouchers covering passenger transportation and freight or express
transportation. Each basic voucher (SF-1113) nust be listed on
the SF-1166 with all information required for check issuance
purposes. After the preaudit by a civilian enployee and
certification by the authorized certifying officer. the original
of the SF-1166 and the necessary copies are to be transmtted to
t he Regi onal Disbursing Ofice.

(2) Assignnent of schedul e nunbers

A separate series of schedule nunbers prefixed by the letter
"T" nmust be used for all SF-1166s that cover transportation
vouchers. The assigned nunbers nmust run consecutively for each
fiscal year beginning with the nunber 1.

(3) Distribution of the SF-1166

The SF-1166 voucher schedul es that cover transportation
services nust be prepared in an original and four copies. The
original and two copies are forwarded to the Regi onal Di sbursing
O fice for paynent processing. One copy and the basic vouchers
with attachnents are pronptly forwarded | o the accounting
supervi sor for preparation of an "Qbligation Transactions”



P.S. 2000, 2
Chapt er 10740, Page 4
15 OCT 1986

form (#P- Acct #-125) and entrY of the appropriate 02 transaction
code into the conputerized FM5 to record the disbursenent. One
copy is retained by the accounting technican in a nunerical file.
The Regi onal Finance Center of the Departnent of Treasury issues
t he checks, places the paynent information ont he original and
copies of the SF-1166, retains the orginal as support of its
statenent of accountabilty and returns two copies to the
insitution fromwhich received. One copy of the paid SF-1166 is
retai ned by the accounting supervisor as accounti ng docunent
support to the Statenent of Transactions. The second paid copy
of the SF-1166 with the rel ated basic transportation voucher
copies are to be fowarded, along with the original GIRs and GBLs,
to transportation auditors of the General Services Adm nstration.

(h) Submi ssion of transportation vouchers and subporting
docunents to the General Services Adm nistration (GSA)

(1) Each nonth after the Statenent of Transactions has heen
acconpl i shed, basic docunents (original GIRs and GBLS)
covering paynents to carriers for transportation services,
supported byv acconplished (marked "PAID') carbon copies of
rel ated SF-1166 nust be forwarded pronptly to the
transportation auditors of GSA.

(2) The acconplished carbon copy of the SF-1166 nust be

pl aced on top of and securely attached to the rel ated basic
vouchers. Tne basic vouchers and rel ated schedul es are not
to he stapled or otherw se attached by a permanent fastening
devi ce, but may be kept together by the use of cord or tape.

(3) Each shipnent of transportation vouchers wll include,
i n package nunber one, a Transmttal of Transportation
Schedul es and Rel ated Basi ¢ docunents (SF-1166). |If a

recei pted copy of the SF-1166 is desired, the original and
one copy of the formtogether with an addressed return

envel ope nmust be furnished. The SF-1186 nust be executed and
submtted for each nonthly accounting period. |[If no

di sbursenents for transportation services were nmade in an
accounting period, the formnust he conpleted accordingly
and mailed to the address shown bel ow

(4) Packages nmust be addressed on the cover or container as
fol | ows:

FROM Nane and address of transmtting office
Peri od of Account
Di sbursi ng synbol numher
Package numher of

TO: CGeneral Services Admnistration - FZATR
Chester A Arthur Building
Washi nqton, D.C. 20406
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(5) To facilitate the handling of voucher shipnents. the
shi pping cartons used for transm ssion to GSA nust not
exceed 15 inches in length , 12 inches in wdth and 10
inches in depth. (These are the dimnsions specified in
Federal Supply Service Item 8115-290-3379 for the shipnent
of document to Federal Records Centers.)

Ref und procedures for an unused or a partially used
Gover nnent  Trans-
portati on Request (GIR)

(1) Tickets obtained on GIRs (SF-1169), but not used, nust
be returned to the controller. Unused tickets, exchange
orders, etc., and portions thereof nust be processed to
carriers for refund by neans of a Redenption of Unused
Tickets (SF-1170). A separate SF-1170 nust be used for each
GIR, though nore than one ticket or adjustnent transaction
may be listed on that form

(2) The SF-1170 nust be processed as foll ows:

(a) Al copies nust be properly and conpletely
executed as to the required detail. |If unused
tickets or portions thereof are not involved, the
essential facts on which the refund claimis based
nmust be i ncl uded.

(b) The original and the duplicate copy nust be
forwarded to the carrier with unused tickets or
portions thereof.

(c) The triplicate copy nust be forwarded to the
accounting supervisor who shall prepare an
"Obligation Transaction" form (BP-ACCT-125), whi ch
indicates in the "Collection or Expenditure
Amount" columms the foll owed by a "m nus" sign
and nust enter a 31 transaction code into the
conputeri zed accounting systemto establish an
appropriate acctounts receivable - refund. The
accounting code for the refund shall be the sane
as used to obtain the ticket.

(d) The quadruplicate copy nust be maintained on file
by the enpl oyee who prepares the SF-1170.

(3) Upon receipt of the refund and the original SF-1170,
the original and quadruplicate copy nmust be annotated
in the remarks colum with the deposit ticket nunber
and date, Regional D sbursing Ofice synbol and nane.
The original SF-1170 together with any advice received
fromthe carrier as to the basis of the refund nust be
included with the next transfer of transportation
vouchers to GSA.
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(4) voluntary refunds made by carriers for a
difference in class of service furnished to
travelers or for a transportation service not
furni shed nust be reported to GSA. This report
must be made by theinstitution on an original SF-
1170 and nust show essential information int he
desi gnat ed spaces, including the anobunt of the
ref und.

Voluntary refunds by carriers for excess amounts bill ed and
paid for freight or express services

Vol untary refunds nmade by carriers to cover excess anounts
billed and paid for freight or express services furnished
must be reported hy the institution to the Transportation

Di vision of GSA. Each report nust include: (1) a reference
to each involved bill of l|ading and the anount refunded on
each; (2) a citation of the related collection by reference
to the invol ved Deposit Ticket nunber, date of paynent and

t he di sbursing office synbol nunber, and (3) the nanme of the
carrier and the carrier's bill numher.

I n cases when refunds are due the governnent, evidence of
the collection of the refund nust he forwarded i mredi atety
to the accounting supervisor who nust prepare a BP-ACCT- 125
and enter a 31 transaction code to reverse the account

recei vable - refund which was established initially. (The
31 transaction code must show a positive anmount in the
"Col l ection or Expenditure Amount” columm to effect a
reversal.) Al so, the accounting suoervisor nust prepare a
BP- ACCT- 125 whi ch shows a m nus sign follow ng the amount of
the refund actually collected in the "Collection or

Expendi ture Anount” col umm and nust enter an 02 transaction
co#e into the conputerized system

Penalty Paynents Made by Carriers for Oversold Flights.
Penalty paynents made by carriers for oversold reservations
are distinguishable fromrefunds for excess cost or unused
tickets. Under certain provisions of airline carriers
tariffs, the carriers are required to nake penalty paynents
to the traveler when it cancels confirned reserve space.

(1) Involuntarily Vacating Seat. Wen an enpl ovee
involuntarily vacates a reserved seat, then any penalty
paynment received fromthe airline accrues to the
government and not the enployee. [See 41 Conotroller
Ceneral 806 (1962).]

2. Voluntarily Vacating Seat. An enpl oyee, who
voluntarity vacates this seat on an overbooked fli ght
is entitled to retain any penalty paynent received from
the carrier, reduced bv anv additional expense incurred
by the government. [See 59 Conptroller General 203




(1980). ]
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10700 - DI SBURSEMENTS

CHAPTER 10745 - DI SBURSEMENT PROCEDURE FOR CGENERAL SERVI CES
ADM NI STATI ON ( GSA) VOUCHERS

a. Purpose. This chapter sets forth the procedures that nust
be foll owed in processing GSA vouchers.

b. Pronpt Paynent Required. Al GSA invoices or billings,

i ncludi ng those representing partial shipnments of agency orders,
must be paid pronptly in order to aid GSA in its nanagenent of
the General Supply Fund operations and to neet requirenments of

| aw.

c. Verification of Receipt of Goods and Services. The billing
systens of GSA prov#de, except when the billing docunent states
to the contrary, for forwarding billing docunents to other

gover nnment agencies for reinbursenent only after there is
evi dence of actual receipt by or shipnent to the billed agency.

Since rei nbursenents requested are between Governnent agenci es,
such a billing nust be treated as constructive evi dence of

recei pt and,.therefore, sufficient to establish liability and to
make paynment accordingly. Wen rei nbursenent is nade w t hout

evi dence of actual receipt, institutions nust nmaintain nenorandum
records to record in-transit novenments. A copy of all such
records nust be attached to the basic voucher and nust be
replaced by a receiving report, BP-ACCT-14, when |he itens are
actual ly received.

d. Procedures for Processing Paynents. GSA processes their bills
for paynent through the use of the Sinplified Intragovernnmental
Billing and Col |l ection System (Sl BAC).

e. SIBAC. SIBAC (Sinplified Intragovernmental Billing and

Col l ections) was introduced to the Governnent in January 1972.
Its original purpose was to sinplify the billing process on
orders placed with the General Services Adm nistration. The

SI BAC Agency (GSA or others authorized) charges an agency

| ocati on code (15100001) for goods or services that GSA or

anot her agency has provided during a nonth. The custoner agency
(BOP facilities)# near the end of that nonth, or the early part
of the subsequent nonth, will receive notification of those paid
SI BAC charges. Upon receipt of notification of SIBAC charges,
the accounting technician will verify the bill, voucher the SIBAC
billing wth basic supporting docunents, and prepare the proper
02 transactions for entry into the Financial Mnagenent 5ystem
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f. Adjustnents of Anpbunts Billed/Paid. Adjustnents and reports
of billings or paynents are not required and should not be
requested or nade by bill ed agenci es whenever the difference
ivol ved, resulting fromover and under deliveries or over and
under charges, represents and anount of $50.00 per line item of
the bill. This is not to be construed as elimnating billings
and paynments for requisitioned itens of $50.00 or |ess. Upon

di scovery that the charges are incorrect by $50.01 or nore per
line item instructions in 1 TFRM 6-5070 shall be followed for
correction procedures. (See 41 CFR 101-26.8 for instructions.)

NOTE: The dollar limtation for requesting or obtaining
billing adjustnents does not alter the reouirenent
for the preparation and subm ssion of a
di screpancy report for erroneous shipnents (other
than for substitute itens).



P.S. 2000. 02
Chapt er 10750
Page 1

15 OCT 1986

PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10700 - DI SBURSEMENTS

CHAPTER 10750 - EXPENDI TURE TRANSACTI ONS BETWEEN APPROPRI ATl ON,
FUND, AND RECEI PT ACCOUNTS

a. Purpose. This chapter prescribes the procedures for
effecting transactions between two or nore different
appropriations, funds, and recei pt accounts classified as
expendi ture transactions.

b. General. The term"expenditure transactions" neans the

wi t hdrawal from one account and the credit to another account
when both sides of the transaction will be recorded in the
control accounts of the Departnent of the Treasury as an
expenditure and repaynent or receipt. Two different procedures
for processing expenditure transactions are: (1) a basic
procedure for effecting withdrawals and credits w thout sending
negoti abl e checks to the agency receiving credit, #nd (2) a
procedure ior those transactions where paynent by check is
required.

c. Types of Expenditure Transactions. In Part 11, Chapter 2500
of the Treasury Fiscal Requirenents Manual, the types of
expenditure transactions are described as foll ows:

1. Paynents for Reinbursable Goods and Services. These are
paynments made by one account as a reinbursenent to another
account for goods and services that have been furnished on a
rei nbursable basis. It is recommended in Part 1, Chapter 2500
of the TFRMthat, to the greatest extent practical,
rei nbursenents for goods be nmade pronptly after delivery on the
basi s of invoices rather than by advance paynents.

2. Advance Paynents Required by Law. These are
transactions required by specific law, whereby a determ ned
anount is to be transferred and nerged with a specific account of
anot her Federal agency. Goods and services shall be furnished
for the benefit oi the account fromwhich transferred in carrying
out the general purpose of that appropriation.

3. Advance Paynents to Certain Revolving and Wrking
Capital Funds. These are transactions authorized by | aw whereby
certain revol ving and working capital funds are permtted to
request paynent for goods and services in advance of delivery.
Such advances represent a liability of the revol ving or working
capital fund pending delivery of the goods and services.

4. Advance Paynents to Maragenent Funds. Managenent fund
accounts, other than consolidated working funds. are authorized
by specific laws to receive advances from appropriations to




facilitate accounting for and adm ni stration of intragovernnental
activities. These accounts are classified either as annual or
no-year accounts, depending on the circunstances.
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5. Advance Pay#ents to Consolidated Wrking Funds.
Advances for goods and services to be furnished by the performng
Federal agency with the use of its own faciiities, within the
sane fiscal year, may be nade to basic "consolidated working
fund" accounts of the perform ng agency under the authority of
Section 601 of the Econony Act, 31 U S.C. 686. This nethod of
financing the rei nbursenent for goods and service furnished by
one Federal agency to another should be used only in those
i nstances where arrangenents for current billings and
rei nbursenents would be inpractical. Wen any portion of an
anount advanced or paid is to be returned to the nmanagenent fund
or consol i dated working fund account from whi ch advanced or paid,
t he agency which received the advance or paynent may initiate the
return as a reversal of the original transaction. The
expendi ture docunent should be noted to show the specific advance
or Daynent being returned. Were the appropriale fund to be
credited with the return is in doubt. the agency making the
return may request the other Federal agency to supply the
appropriate account synbol or to bill for the refund.

d. Forns Prescribed for Expenditure Transactions. As set forth
in Part 11, Chapter 2500 of the TFRM the fo#nms descri bed bel ow
are to be used for transactions between appropriation, fund and
recei pt accounts.

1. Standard Form No. 1080, "Voucher for Transfers Between

Appropriations and/or Funds". This formis designed for use as a
billing docunent and basic voucher when settlenents between fund
accounts are to be made by delivery of checks to the billing

office. The SF-1080 may al so be used to furnish the details of
transactions billed on the SF-1081 if supporting docunentation of
the billing is required. Such billing forms will contain
information as to where the check in paynent is to be sent and
the synbol of the appropriation or fund to be credited.

2. Stock Form No. 1017G "Journal Voucher". Expenditure
transactions and adjustnents entirely within an accounting
station are processed on the SF-1017-G "Journal Voucher" (JV).
Accounting stations shall not use the. SF-1081 to effect
expenditure withdrawal s and credits or adjustnents between
appropriation, fund" and receipt accounts when the transactions
affect only the accounts of a single accounting station.
| nstead, these transactions will be docunented on SF-1017-G  The
expenditure withdrawal s and credits or adjustnents covered by SF-
1017- G nust be included in the SF-224 furnished to the Departnent
of the Treasury. The JV formis not to be sent to the Departnent
of the Treasury.

3. Standard Form 1081, "Voucher and Schedule of Wthdrawals
and Credits". This formw || be used for interagency expenditure
transactions. Any facility rendering goods or services (billing
agency) submts an original and two copies of the formto the
agency or facility receiving the goods or services (custoner




agency). Upon receipt, the custoner agency does the foll ow nq:
verify accuracy of amount billed; sign and return one copy of the
SF-1081 to the billing agency. The custoner agency al so reports
both transactions on the SF-224 as foll ows:

Cust oner Agencv 10. 00
Billinn Agency <10. 00>
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10700 - DI SBURSEMENTS

CHAPTER 10755 - UNDEL| VERED, CANCELLED, AND STOP PAYMENT ON
CHECKS

a. Purpose. This chapter prescribes the procedures that nust be
fol l owed when a check is undeliverable, cancelled or has a stop
paynment placed on it.

b. Undelivered Checks are defined as any checks not delivered to
t he payee for any reason and which have been returned to the
di sbursing office.

c. GCancellation is defined as the process of rendering a check
non- negoti abl e and repaying its proceeds to an appropriation or
fund account. Checks are to be cancelled if the proceeds of the
check in whole or in part do not belong with the payee or if the
check cannot be delivered to the payee.

1. Checks Returned to Treasury Disbursing Centers.
M scel | aneous paynment checks (including salary and ioreign
paynments) will be automatically cancelled within 24 hours of
recei pt. A scheduie show ng total anmount of checks cancelled and
date of cancellation will be acconpani ed by photocopi es of the
cancel l ed check and forwarded to the agency (institution)
initiating the SF-1166 for paynent. The photocopies of the
checks will facilitate the identification of the paynents within
vari ous departnents of the agency. The agency (accounting
office) will be responsible for crediting the correct
appropriation or fund. (See TFRM Bulletin No. B2-14, Transm ttal
Letter 357.)

2. Payroll Checks. | ndi vidual institutions shall not issue
check cancel |l ations for payroll checks.

The Departnent of Justice Payroll Center will issue al
payrol |l check cancellations and will give credit through payrol
processi ng procedures. Payroll checks that are to be cancell ed
must be acconpani ed by a neno explaining the reason for
requesting cancellation and should be mailed to:

Chi ef
Justice Enpl oyee Data Service (JEDS)
Department of Justice Payroll
633 | ndi ana Avenue, N W
Washi ngton, D. C. 20530

3. Oher Checks which cone into the hands of the
institution, which are not to be paid to the payee as drawn
because of death or other claimrequiring settlement action by




GAO, and checks drawn to cashiers which are not used, shall not
be cancell ed on SF-1098, but shall be handled in accordance with
applicable |l aws and regul ations. These funds will be schedul ed
for deposit and credited to the appropriation or fund account
originally charged.
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4. Checks requiring cancellation wll fall under one of the
foll ow ng categori es:

(a) Available Check is one which is in the possession
of the adm ni stration agency or disbursing office. Cancellation
by the adm nistrative agency is effected by neans of an SF-1098.
Ret urned checks in the possession of the disbursing office are
cancel l ed by the automati ¢ check cancel ling procedures di scussed
inc.l. of this chapter.

(b) Unavail able Check is one which is not in the
possession of the adm nistrative agency or disbursing office.
Agencies will prepare a revised SF-1184 "Unavail abl e Check
Cancel l ation" for all actions involving unavailable U S.
Treasury checks, including instances where:

(1) the payee initiates a claimfor the proceeds
of the check which he or she has not received or
has been lost, stolen, nutilated or destroyed
("non-recei pt claint);

(2) the admnistrative agency determ nes that the
payee is not entitled to the proceeds of a check
not in the possession of either the admnistrative
agency or the disbursing activity
("nonentitlenent"), or

(3) where photocopi es and paynent status
informati on are needed for adm nistrative
pur poses.

The SF-1184 nust be typed and will be signed by an
aut hori zed officer at the adm nistrative agency
and sent, after detaching the "Agency Copy", to

t he di sbursing activity.

d. Stop paynent on checks refers to action to prevent paynent of
a check or to retrieve paid checks from storage for exam nation
in forgery and mani pul ati on cases.

e. Treasury Reference. The Treasury references for questions
pertaining to Undelivered and Cancell ed Checks or Stop Paynent of
Checks is TFRM Bulletin No. 83-28 (Transmttal Letter No. 415).
Ef fective January 1, 1984, procedures for check cancellation
outlined in Bulletin No. 83-28 replace (becone) those procedures
in | TFRM 4-7000.

f. dains on Account of Non-Receipt, Loss, Theft, Destruction,
Mutiliation, or Forgery of Treasury Checks. Cainms by payees
that a Treasury check was not received, stolen, nmutiliated, etc.,
shal | be handl ed through the appropriate Treasury Di sbursing

O fice in accordance with Volunme 1, TFRM 4-7050.
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CHAPTER 10760 - REPORTI NG OF DI SBURSEMENTS

a. Pur pose. Chapter 10760 sets forth the procedures that shal
be followed for preparation, subm ssion and reconciliation of the
SF-224, the external report required by Treasury on the status of
col l ections and di sbursenents for a nonth. For clarification,
agency, in this chapter, is defined as any institution, regional
office or the Central Ofice of the Bureau of Prisons.

b. Preparation of SF-224. As with any report, the SF-224 is an
accunul ati on of data gathered for a specific period of tine
(reporting nonth). To properly report this data, several reports
are utilized and intermngled. The following are the tools
required for the preparation of the SF-224:

1. Schedul es processed for the nonth. As stated earlier,
each schedul e processed is transmtted to Treasury with copies
retained on file. Each copy shall be recorded on a SF-224
wor ksheet by appropriation under disbursenents (including prior
month adjustnment). Entries will be recorded as positive anounts.
Al'so included wll be cancelled checks processed for the nonth.
Cancel | ed checks shall be listed as a negative anount.

2. Deposit Tickets (DT) shall be listed separately on
anot her worksheet. Listed by total, each DT will be broken down
by appropriation. Also included will be undeposited collections
and any prior nonth adjustnents (discussed |later). Debit
vouchers will be listed as negative anounts.

3. Any Journal Vouchers (JV's) prepared that affect cash
These woul d be any transactions transferring charges from one
appropriation to another or JV' s prepared to explain a cash
transaction for one nonth extended in another nonth.

4., Al other transactions determ ned to be a reconciliation
of prior nonth transactions.

C. Pr ocedur es.

1. Prepare a DT worksheet |isting by account all Deposit
Ti ckets processed for the nonth, undeposited collections and any
prior nonth adjustnents.
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2. Prepare a 224 worksheet in the follow ng manner.

(a) List by account total dollar anmount of schedul es
processed for the nonth.

(b) Post prior nonth adjustnents to applicable accounts.

(c) Post to each account any journal voucher affecting
cash.

(d) Sub-total - add lines (a), (b), and (c).

(e) Post to each account total collections from Deposit
Ti cket wor ksheet .

(f) Gand total - subtract line (e) from(d) for each
account .

d. Report totals on SF-224.

1. Amunts wll be reported in accordance with TFM 2- 3300,
Appendix 1. The listing below reflects all account synbols, in
sequential order, used by the Bureau of Prisons (colum 1) and
the colum (2 or 3) in which the anmount should be reported in
Section I.
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Appropri ation, Fund or

Recei pts and

Net Di sbursenents

Recei pt Account

(1)

Revol vi ng Fund

Repl acenent s

(2)

(3)

15 1060 Current Yr S&E

Coll & Disb 110.3,
115.0

15 1060 1st Prior Yr
S&E

Coll & Disb 110.3,
115.0

15 1060 2nd Prior Yr
S&E

Coll & Disb 110.3,
115.0

15 1060 3rd Prior Yr
S&E

Coll & Disb 110.3
115.0

15 1060 4th Prior Yr
S&E

Coll & Disb 110.3,
115.0

15 1060 5th Prior Yr
S&E

Coll & Disb 110.3,
115.0

15ML060 All other Prior
Yrs S&E
(will not be used after

9/ 30/ 93)

Coll & Disb 110.3,
115.0

15X1060 S&E X2

Coll & Disb 110.3,
115.0

15X8408 Trust Fund Coll 110.2 Disb 110.3
115.0

15X1004 NI C Coll & Disb 110. 3,
115.0

15X6875(10) Suspense Coll & Disb 110. 3,
115.0

15X6275(10) State Taxes Coll & Disb 110. 3,
115.0

20X6133 Uncl ai ned Coll 110.7 Coll & Disb 110. 3,

Moni es

115.0
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SECTION | - SF-224 (cont'd)
Appropriation, Fund or Recei pts and Net Di sbursenents

Recei pt Account

Revol vi ng Fund

Repl acenent s

(1) (2) (3)
15X6085 Deposit Fund Coll & Disb 110. 3,
115.0
15X1003 B&F Coll & Disb 110. 3,
115.0
15F3875(10) Budget
Cl earing (Fed. Taxes; Col | 110.7, Disb 110.3
Medi car e) 115.0
15F3878(10) Deposits in
Transit Differences Coll 110.7 Disb 110. 3
15F3879( 10)
Undi stributed & Letter Coll 110.7 Disb 110. 3
of Credit Differences
15F3880( 10) Unavai l abl e
Check Cancel |l ations &
Over paynent s Coll 110.7 Disb 110.3
153220 M sc Receipts Col | 780. 0,
115.0
20X1807 Refund of Disb 110.3, 115.0
Moni es
151435 M sc I nterest Col |l 780.0,
115.0
151299 G fts to U. S Col | 780. 0,
115.0
151099 Fines Penalties Col |l 780.0,
115.0
151060 Forfeiture Money [ Coll 780.0,

115.0
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2. Totals for Section Il. Anmounts in Section Il are
classified by disbursenents and coll ections. Line anounts in
Section Il are reported as foll ows:

Line 1 D sbursenents fromthe current nonth, first prior
mont h and second prior nonth from 224 worksheet.

Line 2 Collection for the nonth - fromthe 224 wor ksheet.

Line 3 Net Total, Line 1 mnus Line 2. Mist agree with Line
1in Section I11.

3. Totals for Section Ill. Anmounts in Section |1
represent total undeposited collections at the end of the nonth.
Line anounts for Section IIl are reported as foll ows:

Line 1 Previous month 224 Section |11, Line 4.
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Line 2 Collection received this nonth, taken from DT
wor ksheet. Must agree with Section I, Line 2.

Line 3 Deposits - deposits taken from DT wor ksheet which
have been presented or mailed to the bank.

Line 4 Line 1 plus Line 2 mnus Line 3 nust equal Ceneral
Ledger Account 115.0, Undeposited Coll ections.

4. Adjustnent Make-up. The follow ng are the circunstances
for which prior nonth adjustnents shall be nade, the differences
t hey cause, and corrections that have to be made.

(a) Disbursenent is acconplished by Treasury in nonth
precedi ng the agency's reporting nonth.

Di fference: Causes colum 1 (agency control amount by
Treasury) anount to be greater than colum 2
(Statenment of Transactions by agency) on Treasury
Form TFS- 6652 (Statenent of D fferences).

To Correct: Post on 224 worksheet as a prior nonth adjustnent
notating the nonth. Report on SF-224 in Section
as a di sbursenent and in Section Il, Line 1 for

prior nonth (second box).

(b) Disbursenent acconplished by Treasury in nonth
succeedi ng the agency's reporting nonth.

Difference: TFS 6652 colum 1 will be less than colum 2
anmount .
To Correct: Post on 224 wor ksheet under appropriate account as

a di sbursenment in current nonth and a contra

di sbursenent in prior nonth. Report in Section
I1, Line 1 on SF-224 as di sbursenent current nonth
and a contra di sbursenent 1st prior nonth.

(c) Amount reported on SF-224 is greater than or |ess than
anount reported on SF-1166.

Di fference: TFS- 6652 colum 1 amount will be greater than or
| ess than colum 2 anount.

To Correct: | ncl ude on SF-224 wor ksheet under prior nonth
adj ustnents and cite journal voucher nunber in
support of the adjustnent.
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(d) Disbursenment reported under incorrect appropriation.

D fference: Upon preparation of proof-check, incorrect
appropriation will be overstated, correct
appropriation under st at ed.

To Correct: Prepare JV to support adjustnment. Post on SF-224
wor ksheet under prior nonth adjustnment and
reference JV nunber.

(e) DI's presented or mailed to bank are greater or |ess
t han anount reported on SF-224.

Difference: TFS- 6652, Columm 1 anmount will be greater than or
| ess than Columm 2 anount.

To Correct: Li st on DT wor ksheet under prior nonth adjustnent.
Report in Section Il (Status of Collection), Line

3, under 1st prior nonth (second box).

e. Reconciliation. After conpletion of the SF-224, including
adj ustnents, a proof-check nust be prepared. |In sone instances,
differences will be noted between the anount reported to Treasury
on the SF-224 and the anount reflected in the General Ledger Cash
Accounts (110.3, 110.7, 780.0, and/or 115.0, whichever is appli-
cabl e).

1. Necessary Tool s

(a) Confirmed schedules, confirmed OPAC s received and
OPAC s sent.

(b) Deposit Tickets (SF-215) processed for the nonth.

(c) In balance with errors and out of bal ance batches
(100. 26) report final for the nonth.

(d) Prior in balance with error-out of bal ance batches
(100. 27) report final for the nonth.

(e) Any journal vouchers prepared affecting cash to be
reported in the applicabl e nonth.

(f) Automated Reports
(1) 100.63 General Ledger (final for the nonth)
(2) 100.65 Certificate of Deposit
(3) 100.66 SF-224 Detail Support (individual listing of

schedul e nunbers and DT's with applicabl e batches
reported for each).
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Pr ocedures to Fol |l ow

Prepare a worksheet.

(1) List each account horizontally.

(2) List under each account the anpunt shown on the
CGeneral Ledger for accounts 110.3, 110.7, 780.0 and/or
115. 0, whi chever is applicable.

(3) List under each account the anobunt reported on the
manual SF-224 "Statenent of Transactions”.

(4) Subtract Line 3 fromLine 2 to find the
reconciling difference.

To locate the differences by schedule and Certificate

of Deposit nunber, conpare the anobunts posted on the manually
prepared SF-224 worksheet to the anobunt on the automated SF-224
detail support (100.66) report.

(c)

Anal yze supporting docunents for those schedul es and

Certificates of Deposit that have differences to determne if the
bat ches were:

(1) reported correctly on the schedul e;

(2) keyed correctly into the automated accounting
system

(3) in balance with errors or out of bal ance at the
end of the nonth.
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* CHAPTER 10775 - ON-LI NE PAYMENT AND COLLECTI ON SYSTEM

a. Purpose. This chapter establishes procedures to be
fol | oned when using the On-Line Paynent and Col |l ection System
(OPAC) .

b. General Information. OPAC is an option of the
Gover nment On-Line Accounting Link System (GOALS) to process
i ntra-governnental transactions (paynents and coll ections)
t hrough a conputer link. Imediately upon entering information
into OPAC, the data is transmtted to the Departnent of the
Treasury (Treasury) and the di sbursenment and collection activity
is recorded agai nst the Agency Location Code (ALC) of both the
billing and custoner agenci es.

Any valid ALC can be billed through OPAC. The custoner agency
does not have to be an OPAC user. Custoner agencies not using
OPAC wi Il receive their OPAC transactions nonthly on mcrofiche
from Treasury. Each location shall pronptly forward a copy of
the transaction to the custonmer agency. Forwarding copies of
transactions involving inmate funds will be at the discretion of
the Controller.

c. Uses of OPAC. OPAC may be used to transfer inmate funds
between institutions (Chapter 10975); process collections and
di sbursenents from Bureau of Prisons |ocations and ot her
Gover nnment agencies; and to nake paynents of court-ordered
financial obligations to the Departnent of Justice under the
| nmat e Fi nanci al Responsibility Program

The use of OPAC eventually will elimnate the SF-1081, Voucher
and Schedul e of Wthdrawals and Credits; the SF-1080, Voucher for
Transfers Between Appropriations and/or Funds; and the Sinplified
Intra-Governnental Billing and Collection (SIBAC) System

d. Accessing OPAC. The procedures for accessing OPAC are
set forth in the OPAC User's Manual distributed to each ALC by
Treasury. To receive an OPAC user's manual, contact Departnment
of Treasury, GOALS Marketing Staff, at (202) 874-8270.

e. Control of OPAC Transactions.

1. Assigning OPAC Nunbers to OPACs Sent. Each |ocation
shall maintain a log for all OPACs sent. The log's format
shall be in accordance with Exhibit A Both di sbursenents
and col l ections shall be naintained on the sane |og. Each
trans-action shall be assigned a nunber beginning with "Cs"
foll owed by four nunbers begi nni ng
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w th OS0001 each fiscal year. Institutions may precede the "OS"
nunber with the nunber or letter designating the Accounting
Technician. In those instances the "OS" will be followed by
three nunbers, still beginning each fiscal year with _0S001. Al

OPACs sent nust be reported in Sections | and Il of the SF-224.

2. Assigning OPAC Nunbers to OPACs Received. A |log shall be
mai ntai ned for all OPACs received. OPACs received are
transactions originated at another |ocation and charged or
credited to your location. The log's format shall be in
accordance with Exhibit B. Both disbursenents and coll ections
shal |l be maintained on the sane |og. Each transaction shall be
assi gned a nunber beginning with "OR" foll owed by four nunbers

begi nning with OR0O001 each fiscal year. Institutions may proceed
the "OR'" with a nunber or letter designating the

Accounting Technician. |In those instances the "OR" will be

foll owed by three nunbers, still beginning each fiscal year with

_OR001. AlIl OPACs received must be reported in Section | of the
SF-224. The receipt of funds is considered a credit

di sbursenent” for OPAC purposes and nust be reported in Sections
| and Il of the SF-224.

3. OPACs Involving 15X6085. Logs shall be naintained for
OPACs sent and received invol ving 15X6085, Funds of Federal
Prisoners. The formats for these |logs shall be in accordance
with Exhibits C and D. Both disbursenents and coll ections shal
be mai ntained on the appropriate log. Each transaction shall be
assi gned a nunber beginning with "I 0S" (I nmate Funds OPACs sent)
or "IOR" (Inmate Funds OPACs received), as appro-priate, followed
by three nunbers beginning with 1 0S001/1 OR001 each Fiscal Year.
Al'l OPACs involving 15X6085 nust be reported in Sections | and |
of the SF-224.

f. Processing OPACs. OPAC transactions shall be
transmtted by each institution not later than the third work day
prior to the end of the nonth to ensure tinely entry into the
Fi nanci al Managenent System (FMS) and the Federal Prison Point of
Sal e System (FPPOS). However, Treasury will still process trans-
actions until the last day of the nonth. GOALS shoul d be
accessed for OPACs charged/credited to an ALC at | east once a
week. Access may be nore frequent dependi ng on each
institution's normal volune of transactions. Wen entered, OPAC
data should be reviewed for accuracy. Wen the information has
been verified as correct, the systemw || automatically assign a
docunent reference nunber. The OPAC dat abase is updated nightly;
therefore, the informati on cannot be retrieved from OPAC until
the day after it was entered into the system

To ensure all OPAC transactions have been processed, a conplete
listing of OPAC transactions for the accounting nonth (i.e.
May 1 - 31) should be retrieved after cl ose-out before the
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systemis purged. Any transactions not picked up by the
receiving institution are purged from storage by Treasury on the
fifth working day of the next accounting nonth. Monthly OPAC
activity mcrofiche reports, forwarded to each | ocation by
Treasury after the close of each nonth, nmay be used to obtain

i nformati on on purged transactions.

Al'l OPAC transactions nust be reported nonthly on the SF-224.
The assi gned OPAC nunbers (i.e. OR0001, 1OR001, etc.) shall be
recorded on the SF-224 worksheet to identify all OPAC trans-
actions processed during the nonth. Any differences in the
reporting nmonth will be listed on the TFS-6652, Statenent of
Differences, a nonthly register of transactions which gives the
details of all transactions charged/credited to that ALC. Any
corrections to the Statenent of Differences shall be made on the
next nmonth's SF-224.

g. Certifying OPACs. The OPAC docunent transaction listing
(OPAC docunent) shall be included in the voucher. The assigned
OPAC nunber shall be annotated on the OPAC docunent and al
supporting docunentation (i.e. Purchase Order, Receiving Report,
FPPOS |isting) nust be attached to the OPAC docunent. The
Certifying Oficer's signature shall be on the OPAC voucher.

h. Adjustnents to OPAC Anbunts. Procedures for entering
adj ustnents into OPAC are specified in the OPAC Users Mnual .
Only the custoner agency nay make adjustnents in OPAC. The
billing agency (the originator) cannot nmake adjustnments to bills
or paynents already entered and accepted into OPAC. Further
i nformati on concerning OPAC can be found in the Trea-sury
Fi nanci al Manual, | TFM 6-10000.

i. Filing OPAC Docunents. OPAC disbursenent vouchers shal
be filed al phabetically with a file folder established for each
vendor (i.e. GSA, UNICOR, etc.,) in accordance with Chapter
10730, paragraph g. OPAC di sbursenent vouchers involving innate
nmoni es shall be filed nunmerically in the Cashier's Ofice or in
any other secure office inaccessible to inmates. A copy of the
OPAC col l ection docunment shall be forwarded to the Accounting
Supervi sor.
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OPACs SENT
FY
OPAC DOC REF DI SB/
NUMBER DATE NUVBER COLL LOCATI ON AMOUNT
0s0001 12/ 20/ 92 XXXXXXXX Col I . Anywher e $100. 00
0s0002 12/ 20/ 92 XXXXXXXX Di sb. Anywher e $900. 00

0s0003 12/ 22/ 92 XXXXXXXX Di sb. Anywher e $845. 60
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OPACs RECEI VED

FY
OPAC DOC REF DI SB/
NUMBER  DATE NUMBER  COLL LOCATI ON AMOUNT
OR0001 12/ 20/ 92 XXXXXXXX  Col I . Anywher e $300. 00
OR0002 12/ 20/ 92  XXXXXXXX Di sb. Anywher e $754. 90

OR0003 12/ 22/ 92 XXXXXXXX Di sb. Anywher e $844. 60
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OPACs SENT - | NVATE FUNDS, 15X6085

FY
OPAC DOC REF DI SB/
NUMBER  DATE NUMBER  COLL LOCATI ON AMOUNT
| 0S001 10/ 20/ 92 XXXXXXXX Di sb. Anywher e $ 25.00
| 05002 10/ 20/ 92 XXXXXXXX Di sb. Anywher e $ 60.00

| GS003 10/ 21/ 92 XXXXXXXX Col | Anywher e $162. 89
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OPACs RECEI VED - | NVATE FUNDS, 15X6085

FY
OPAC DCC REF DI SB/
NUMBER DATE NUMBER COLL LOCATI ON AMOUNT

| ORO01 10/ 2/ 92 XXXXXXXX  Di sb. Anywher e $ 66.50
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CHAPTER 10800- PAYROLL ACCOUNTI NG

CHAPTER TITLE

10810 Enpl oyees Movi ng Expenses and
Rel ated State and Feder al
| ncome Taxes Wt hhel d.

10815 Payrol | Accruals

10824 Di sbursenents from
Appropriations for Services
Provi ded by Enpl oyees Normal |y
Paid from Another

Appropri ation.
10825 Duplicate Sal ary Paynents *
10836 Federal Information Returns,
Forms 1096 & 1099
10840 Payrol | Checks



P.S. 2000. 02
Chapt er 10815
Cct ober 15, 1986
PROGRAM STATEMENT 200. 02 - ACCOUNTI NG MANAGEMENT MANUAL

CHAPTER 10800 - PAYROLL ACCOUNTI NG

CHAPTER 10815 - PAYROLL ACCRUALS

a.

Pur pose. This chapter sets forth procedures for the
recordi ng of payroll accruals in the Bureau of Prisons
conputeri zed accounting system

Expl anation. At the end of each nonth enpl oyees have earned
sal ary which they have not received; therefore, accruals
nmust be established in order to account for this cost in the
proper accounting period. Payroll accruals are
automatically entered in the FM5 through the Departnent of
Justice Payroll System The accrual information is based on
the | ast pay period disbursed as indicated on the Accounting
Station Posting Media (ASPM. Because the accruals are
based on historical information, adjustnments may be
necessary for known personnel action changes which are not
reflected on the nost recent ASPM

Pr ocedur es.

1. The Departnent of Justice Centralized Payroll System
conput es payroll accruals under two conditions
dependi ng upon the length of tinme required for accrual.

(a) For accruals of less than one pay period.

The accrual is based on the |ast pay period paid
in the current nonth multiplied by the accrual
factor. This is acconplished for all sub-objects
except 1145, Holiday. (If a holiday is in this
period, the accounting office nust enter the
accrual manual |l y).

(b) For accrual of nore than one pay period.

The accrual is based on the first pay period paid
in the nonth follow ng the accrual nonth. The
anount accrued is based on the actual anmount paid
multiplied by the accrual factor. This is
acconplished for all sub-objects except 1145,
Holiday. (If a holiday is in this period, the
accounting office must check the 100. 23 Payr ol
Accrual Report to ensure that the accrual has been
automatically entered. |If the holiday has not
been included, the accounting office shall enter
t he accrual manually.)

2. The controller at each institution has the authority
and Managerial responsibility for ensuring that any
maj or changes during an accrual period are recorded in



the system These include increases or decreases in
staff, overtinme, or the accrual of a holiday.
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3. Information for payroll accruals nust be entered into the
system under an 03 transaction code. An "Ooligation Transaction"
form (BP- Acct g-125) nust be prepared to show the foll ow ng:

(a) Appropriation - The correct appropriation code:

(1) X3 for enpl oyee payroll expenses to be paid fromthe
Bui | dings and Facilities Appropriation.

(2) _2 for enployee payroll expenses to be paid fromthe
Sal ari es and Expenses Appropriation.

(3) X4 for enployee payroll expenses to be paid fromthe
Trust fund Appropriation (Conm ssary).

(b) Budget Activity - the correct code for those enpl oyees who
wor ked during the accrual period.

(c) Cost Center - The correct code for those enpl oyees who
wor ked during the accrual period.

(d) PM5 - any valid PM5S code or codes upon which the
account ant deci des.

(e) Project - The correct code under which those enpl oyees
wor ked for the accrual period.

(f) Sub-Object - Any valid 1100 and 1200 series sub-object
code or codes upon which the controller decides.

(g) Intra-Governnent

"N' for the 1100 sub-object series
"Y" for the 1200 sub-object series

(h) Purchase Order or the other reference consists of six (6)
digits as foll ows:

The first two digits are always "81". (Type 81).
The next two digits always are zeros.

The last two digits are for the nonth (nuneric) for which
the accruals are being entered.

Exanpl es: For May, 81-0006; Septenber, 81-00009.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10800 - PAYROLL ACCOUNTI NG

CHAPTER 10824 - DI SBURSEMENTS FROM AN APPROPRI ATI ON FOR SERVI CES
PROVI DED BY EMPLOYEES NORVALLY PAI D FROM OTHER
APPROPRI ATl ONS

a. Purpose. Chapter 10824 sets forth procedures for
establ i shing obligations and maki ng di sbursenents from an
appropriation for enployees of the Federal Prison System who
have provi ded sone special service, but are paid from anot her
appropriation.

b. General. 1In certain cases, enployees who are paid from one
appropriation performservices that should be charged to anot her
appropriation. 1In order to ensure that the correct appropriation

is charged, the followi ng rules shall apply.

1. Services perforned by enpl oyee within the sane agency
accounting station.

For enpl oyees who perform services for other offices where
funding will be paid by appropriations under the station, the
nineteen digit code of the appropriation receiving the services
shall be listed in the accounting classification section of the
Ti me and Attendance Report (T&A - Form DQJ- 296).

2. Services perfornmed by enpl oyees of different agency
accounting station.

Services perfornmed by enpl oyees froma different agency
accounting station (other than UNI COR) shall be paid fromthe
appropriation where normally paid. To nmake paynent for these
services, the accountant for the appropriation rendering the
service nust prepare a SF-1080 from UNI COR by executing a SF-1166
for the billed anmount.

NOTE: Al object class 1100 transactions nust be entered
into the Financial Managenent System (FMS) as a Non- Gover nnent
(N) transaction.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10800 - PAYROLL ACCOUNTI NG
CHAPTER 10825 - DUPLI CATE SALARY PAYMENTS

a. Purpose. To set forth the procedures for establishing and
collecting the accounts receivable when both an original and a
recertified salary check have been negoti at ed.

b. Definitions. For purposes of this chapter, the follow ng
definitions apply:

1. Recertification - the approval of a second sal ary paynent
to an enpl oyee who has not received a salary check or whose
sal ary check has been | ost, stolen, or nutil ated.

2. Recertified Paynent - a replacenent salary check which
bears a different serial nunber than that of the original salary
check.

c. Ceneral. Salary checks that have not been received by the
Desi gnated Agent or the enpl oyee nay be recertified for paynent.

| f the enpl oyee receives both the original check and the
recertified check, one of the checks nust be returned i medi ately
to the Justice Enployee Data Service (JEDS). The enpl oyee nmay
not negotiate both the original and the recertified check.

d. Negotiation of the Original and Recertified Paynent. In the
event that both the original and the recertified salary check
have been negoti ated, JEDS charges the duplicate paynent to the
Central Ofice on an SF-1080 for the anmount of the duplicate
paynment to the Central O fice on an SF-1081.

1. Central Ofice Responsibility: Upon notification from JEDS
of the duplicate salary paynent, the Chief, Fiscal Services,
shall ensure that an 02 transaction is prepared and entered into
FMS to record the expenditure. An accounts receivable (31
transaction) shall be prepared and entered into FM5 to bill the
appropriate institution. An SF-1080 for the anpunt of the
duplicate paynent shall be prepared and forwarded to the
institution.

2. Institution Responsibility: Upon receipt of the SF-1080
bill for the duplicate salary paynment, the accounting supervisor
shal|l ensure that a refund to the Central Ofice is prepared on a
Voucher and Schedul e of Paynents, SF-1166. To acconplish this,
an 02 transaction shall be prepared and entered into FM5 chargi ng
the applicabl e appropriation, cost center, and decision unit. An
accounts receivable shall be established to offset this
obligation. The enployee shall be notified in witing of the
duplicate salary paynent and request for repaynent.

3. Collection Efforts. Collection efforts shall be initiated
at the institution. |[If the enployee did not negotiate either the
original or the recertified check, or both, the procedures set




forth in the Treasury Fiscal Requirenments Manual (TFRM), Chapter
4-7080. 25, shall be followed. The enployee is relieved of the
obligation to reinburse the Governnent until the investigation
surrounding the claim (as explained in TFRM 4-7080.25) is
conpl et ed.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10800 - PAYROLL ACCOUNTI NG
CHAPTER 10836 - FEDERAL | NFORMATI ON RETURNS, FORM 1096 AND FORM
1099

a. Purpose. The purpose of Chapter 10836 is to set forth the
procedures for conplying with Internal Revenue Service (IRS)

regul ations requiring information returns to be filed on certain
paynments made to persons during the cal endar year

b. General Requirenent. The Internal Revenue Service

regul ations require that when federal agencies make reportable
paynments to a person (vendor) during a cal endar year, an accurate
report nust be filed with the IRS. The report nust include the
name, address, and taxpayer identification nunber (TIN) of the
reci pient, and the total anmount of the paynents made during the
cal endar year.

C. Pr ocedur es.

1. Vendor for Wioma Report is Required to be Filed. 1In
accordance wwth 26C. F. R 1.604-1, individual contractors
(doctors, teachers, organists, etc.) who are paid $600.00 or
nmore during the cal endar year shall be reported to the IRS. A
report is not required for vendors whose total paynents amount to
| ess than $600. 00 during the cal endar year.

NOTE: The manner by which services are obtained (purchase
order, contract, or other prescribed neans) shall not

determ ne whether a report is filed. Instead, the total
anount paid during the cal endar year is the determ ning
factor.

2. Prescribed Reporting Formfor Information Returns. The
reports to the IRS shall be made on Form 1099 - M SC, Statenent
of M scel | aneous I ncone, and shall be summari zed on Form 1096,
Annual Summary and Transmittal of U S. Information Returns.

3. Taxpayer ldentification Nunbers (TIN). The TINis required
to be included on the Form 1099 to enabl e proper identification
of the vendor to the IRS. The TIN may be obtai ned from contract
or fromthe Personnel Ofice. |IRS Form W9, Payer's Request for
Taxpayer ldentification Nunber, shall be used to obtain the TIN
if it cannot be obtained by other neans.

4. Backup Wthholding Requirenents. Persons who fail to
furnish a TIN by form W9 or by other neans shall be subject to
backup wi t hhol ding in an anount equal to 20 percent of each
reportable paynent as determned in (a) and (b) bel ow

(a) New Vendor. Backup withholding at a rate of 20 percent
shal | be deducted from each paynment when the total
year-to-date paynments equal or exceed $600. 00.
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(b) Prior Year Vendor. |If Form 1099 was prepared and
submtted to the IRS in the preceedi ng cal endar year
and a TIN was not included on the form backup
wi thholding at a rate of 20 percent shall be deducted
fromeach paynent made to the vendor until the vendor
furnishes a TIN

(c) Accounting for Amounts Wthheld. All amunts deducted
frominvoices as backup w thhol ding shall be deposited
into the Suspense Account 15X6875 (10).

(d) Reports of Anmounts Wthheld. Backup w thhol ding
anounts shall be reported quarterly to the RS on Form
941, Enployer's Quarterly Federal Tax Return. The
transfer of these funds to the IRS shall be nmade in
accordance with the instructions contained on I RS Form
941.

5. Ampunts to be Reported on Form 1099.

(a) Payees who Have Furnished a TIN. For each vendor subject
to Form 1099 reporting requirenments, the reportable anount is the
aggregate of all paynents nmade during a cal endar year, provided
t he aggregate amount of paynments made during a cal endar year is
$600. 00 or nmore. A Form 1099 is not required for vendors subject
to Form 1099 requi renents when the aggregate anmount of the
paynents nade during a cal endar year is |ess than $600. 00.

(b) Persons Who Have Not Furnished a TIN. for each vendor
subj ect to both Form 1099 and Backup W thhol di ng, the reportable
anount is the aggregate anount of all paynents nade to the vendor
during the cal endar year without regard to the $600.00 threshold
anount. In addition, the anount of all backup w thhol di ng shal
be reported.

6. Reporting Deadlines.

(a) I1RS form1099 - MSC, Statenent for Recipient of
M scel | aneous I ncone. Forns 1099 - M SC nust be provided to
vendors by January 31, each year

(b) _IRS form 1096, Annual summary and Transmittal of U.S.
Information Returns. Form 1096, plus the supporting Form 1099 -
M SC, nust be filed with the IRS by the |ast day of February each
year.

(c) |1RS Form941, Enployer's Quarterly Federal Tax Return.
Form 941 nust be filed wwth the IRS by the |ast day of the nonth
follow ng the end of the quarter.

7. Retention of Fornms. [|IRS Fornms 1099, 1096, and 941 shall be
retained for a mninmumof five years.

8. Miltiple Paynent Register. a nultiple paynent register shall




be mai ntained for each contractor in accordance with Program
St at enent 2000. 2, Chapter 1073-, e.2.(b).
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10900 - PROPERTY ACCOUNTI NG

CHAPTER 10905 - DEFI NI TI ONS OF PROPERTY ACCOUNTI NG

a. Purpose. The purpose of the 10900 series is to set forth the
procedures that nust be followed at each institution in
accounting for all property held by the Bureau of Prisons.

The fact that substantial amounts of public funds are invested
in property creates a need to use accounting techni ques to assi st
in procuring, managi ng, safeguarding and utilizing all property
in the nost efficient and effective manner. Accurate and
reliable financial records reconciling to quantitative
information on property is necessary and nust be maintained for
t he proper accounting and control of property.

b. Definitions and Explanations. Assets are property owned by
t he Bureau of Prisons which have nonetary val ue.

Fi xed assets are assets of a long-termcharacter that are
relatively permanent in nature and are intended to be held or
used over a nunber of years. Exanple of fixed assets are | and,
bui | di ng, machinery, furniture and other such equi pnent.

The term "capitalization" or "capitalized" refers to the
specific nmethod of accounting for fixed assets. GCenerally, the
pur poses of records of recording an acquisition value in a fixed
asset account is to have control over the asset and to and to
i ncrease the investnent account so that the value of the
particul ar asset is not treated as an expense or cost, or so that
the value of the asset may be treated as an expense or cost in
sone future period or periods. Wen an asset is capitalized, the
val ue of the individual asset is recorded in an appropriately
titled control account in the fixed asset section of the general
| edger and, thereby, increases the equity or investnent account.
The val ue of the asset remains in the fixed asset account during
the entire period it is owned.

Wth the exception of |and, each fixed asset has a limted
useful life, that is, the asset is or use only over alimted
nunber of years or accounting periods. Under the accrual basis
of accounting, the acquisition cost of the asset, however, is
properly chargeabl e as an expense or cost in the accounting
periods in which the assets is used. The accounting process for
this gradual conversion of fixed assets into expense is called
depreci ati on.

Depreciation is based on estimates; therefore, it is desirable
to retain the acquisition cost of the asset undisturbed in the
fi xed asset account and to record the anmount that has been
charged as depreciation costs in a separate account. The
customary accounting practice is to credit the depreciation costs
as a reduction in value to an account entitled, "Accunul ated



Depreciation” which is that portion of the original cost of an
asset that has already been charge off as an operating expense or
cost. In this way, both the original cost and the anount of
depreci ation costs accunul ated over the years can be determ ned

fromthe general |edger.
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c. Cassification of Property. (See P.S. 4400.1, chapter 1310.)

d. Control of Property. Property owned by the Bureau of Prisons
is controlled through Financial Mnagenment accounting and the
SENTRY Property Managenent System ( SPMS).

1. Control of Capitalized Property. Upon acquisition through
pur chase, donation or transfer, each itemof capitalized
property, whether it is an itemof real property or personal
property, is recorded in an appropriate account in the fixed
asset section of the general |edger and increases the "Il nvestnent
of the Governnent". The value of the itemremains in the fixed
asset account during the period that it is owned. |In addition,
appropriate subsidiary records to support each capitalized
general | edger asset account are nmaintained to provide a detailed
identification of each itemof property that is summarized in the
general | edger asset account.

Each year, an independent physical inventory of capitalized
property is taken and reconciled to the official accounting
records. Each adjustnent is posted to an appropriate "gain" or
"l oss" account in the general | edger.

2. Control of Certain Non-Capitalized Personal Property.
Certain types of non-capitalized, personal property are highly
desired and, therefore, subject to theft. These itens are
classified as "Controll ed Non-Capitalized Personal Property".
such itens nust not be capitalized, i.e., for these itens nust be
mai nt ai ned t hrough the SPMS.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10900 - PROPERTY ACCOUNTI NG
CHAPTER 10910 - ACCOUNTI NG FOR PERSONAL PROPERTY

a. Purpose. The purpose of Chapter 10910 is to prescribe the
procedures to follow in accounting for itens of capitalized
personal property.

b. Capitalized Personal Property. Follow ng are the
characteristics of capitalized personal property:

1. "Mjor equipnent” is a termthat has been used throughout
the Bureau instead of "capitalized personal property,” which are
two ternms comonly used in governnental accounting. Therefore,
maj or equi pment is capitalized personal property.

2. Each itemof capitalized personal property (major
equi pnent) nust neet all of the following criteria or conditions:

(a) The item nust have an acquisition cost or a donated or
appr ai sed val ue of $1, 000.00 or nore.

(b) The itemnust not be real property or be an item
permanently affixed to real property. For exanpl e,
pl unbing fixtures, |large generators or notors, wal k-in
refrigerating units and other such individual itens
whi ch cost $1,000.00 or nore and in effect, beconme part
of a building, are real property and are not personal

property.
KEYBOARD() 3. EaNESTFORM <000.2 - ACCOUNTI NG MANAGEMVENT MANUAL
CHAPTER 10900 - PROPERTY ACCOUNTI NG

CHAPTER 10925 - ACCOUNTI NG FOR REAL PROPERTY

a. Purpose. The purpose of Chapter 10925 is to prescribe
procedures to follow in accounting for real property owned by the
Bureau of Prisons.

b. Definitions and Expl anations. Real property consists of
certain fixed assets which have nonetary val ue and are owned by
t he Bureau of Prisons.

Real property fixed assets are assets of a |ong-term character
that are relatively permanent in nature and are intended to be
held or used over a nunber of years. (See P.S. 4400.2, Chapter
19, for further definition and classification of real property.)

c. Real Property General Ledger Accounts. Upon acquisition, al
real property is classified and recorded into the follow ng
general | edger accounts, as appropriate:




210.0 - Land

211.1 - Building

211.2 - Capital Inprovenents, Buil dings

212.1 - O her Structures and Facilities

212.2 - Capital Inprovenents, OQher Structures

and Facilities
213.1 - Capital Leasehold I nprovenents

d. Real Property Records.

1. Subsidiary records to support general |edger sunmary
accounts 210.0, 211.0 and 212.0 nust be naintai ned on Real
Property Records in accordance with P.S. 4400.2, Chapter 19. *

2. These subsidiary records nust be in agreenent with the
controlling general |edger accounts at all tinmes and nust be
verified at the end of each nonth. At a m ninum addi ng nachi ne
t apes nmust be prepared and show the general |edger account title
and nunber, date and initials of the property officer and nust be
retai ned by the Accounting Supervisor for audit purposes.
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CHAPTER 10950 - DEPGCSI T FUND ACCOUNTI NG

CHAPTER 10965 - RECEI PT OF FUNDS

a. Purpose. This establishes procedures for the collection, receipt,
and accountability of all nonies for credit to the Inmate Deposit Fund
Account .

b. Responsibility. Under the supervision of the Budget and Accounting
O ficer, the Accounting Supervisor has the overall responsibility for the
Deposit Fund operation. The Accounting Supervisor shall maintain al
docunents, review all accounts, and supervise all duties assigned to the
accounti ng operation.

c. Receipt Docunentation. Al inmate funds received in an institution,

except t hrough the mail room shall be receipted on
a Tenporary Receipt (BP-197). The accountability for these forns *
shall be the responsibility of the Accounting Technici an/ Cashi er.
A register of these recei pt books shall be maintained and the
stock stored in the Cashier’s Ofice either in the safe or in a
securely | ocked cabinet. When a book is issued, the register
shall indicate the date of issue and shall be signed by the
recei ving enpl oyee. Wen the book is returned, the date wll be
indicated on the register. The enpl oyee receiving the book shal
be held accountable for all receipt forns issued.

Compl et ed books are to be stored for a period of five years in
t he sane manner as unused books. The accounting section wll
establish a register of the individual receipt nunbers. As the
yel | ow copi es, including “voids,” are received wth the schedul e
of collections, they will be checked off the register. It shal
be the responsibility of the accounting section to nmake certain
that all receipts, including “voids,” are accounted for. After
posting to the inmate account, the formshall be filed by the
accounting section.

d. Funds Received through the Mailroom Funds received
t hrough the mailroom for deposit to the I nmate Deposit Fund
* Account do not require the preparation of a BP-197. An FPPOS *
generated receipt is provided for funds received through the
mai | room

e. Forns Received O her Than Through the Mailroom Receiving
and Di scharge (R&D) and the visiting roomshall be issued a
* supply of pre-nunbered Recei pt Books, Tenporary Receipt (BP-197). *

1. Collections fromlnmates upon Arrival During Normal Duty
Hours. Collections frominnmates upon arrival shall be entered on
* the BP-197. The BP-197 shall be conpleted and signed by the *




Receiving Oficer. The original receipt shall be given to the
inmate. The first carbon (yellow or pink), along wth the funds,
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shall be hand-carried to the Mailroom O ficer for inclusion in
the daily collections. After verifying the funds, the Milroom
O ficer shall further acknow edge receipt by initialing the
second carbon copy (blue) of the receipt which will remain in the
recei pt book as a pernmanent record of the transaction.

2. Funds Received by the Visiting RoomOficer. |In those
Institutions where funds may be received by the Visiting Room
Oficer for deposit to the Inmate Deposit Fund Account, the funds
shal | be accounted for as detail in paragraph e.1. above, except
that the visitor (remtter) shall be given the original receipt.

3. Funds Received after Duty Hours. In order to provide
adequat e accounting of funds when received after duty hours, the
recei pt procedures as outlined above shall be foll owed except the
yel |l ow copy of the receipt and the noney shall be sealed in a
pl ai n envel ope and placed in the night depository, which is
normal ly located in the control room An Institution Suppl enent
shal | be prepared detailing the operation of the night
depository.

(a) Depository Procedures. The depository shall be
| ocated in a secured area and shall be constructed in such a
manner as to prevent access to the funds through the outside
deposit slot. The depository shall consist of a double | ocking
device in which funds nmay be deposited by appropriate officers.
Two separate | ocking devices are required for conplete depository
accountability and security. Each Accounting Techni ci an/ Cashi er
and alternate cashier shall maintain a key to one |lock on their
personal key ring along with his/her cash drawer keys. Under no
ci rcunst ances shall these keys be turned into the control room
A duplicate of the Accounting Technicians’'/Cashiers’ key to the
depository shall be kept in the sanme manner as the duplicate key
to each cash box (refer to Chapter 10610 of this Manual, and the
Correctional Services Manual). The other key required to open
the depository shall be maintained on the Mailroom O ficer’s key
ring which would normally be returned to the control roomdaily.

(b) Deposits. The Receiving and D scharge O ficers or
Visiting Room Oficers shall total their daily receipts and
verify the cash collected. The noney and the first carbon of the
BP- 197 shall be placed in an envel ope. The envel ope shall be
sealed and the O ficer shall wite the amount contained therein
and sign his/her nanme across the seal. The envelope with
contents shall then be placed in the depository. Only funds
bel onging to i nmates shall be placed in the depository. The
depository shall not be used for any other purpose, except
unprocessed col l ections, discussed in Section f. of this chapter.

(c) Pick up of Funds. Near the beginning of each
wor kday, the Mailroom O ficer, acconpanied by the Accounting




Techni ci an/ Cashier, wll open the depository. The Mailroom
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Oficer, in the presence of the Accounting Technici an/ Cashi er,
shall renove all envel opes fromthe depository. Al envel opes
| abel ed “Unprocessed Coll ections” or simlar |anguage shall not
be opened until the Mailroom O ficer returns to the mailroom
Refer to Section f. of this Chapter for mailroom processing

i nstructions.

The Mailroom O ficer, in the presence of the Accounting
Techni ci an/ Cashi er, shall open the remaining envel opes and verify
the contents by counting the funds and conparing the anobunts with
the encl osed receipts. As each envelope is opened and the
contents verified, the Mailroom Oficer shall initial the blue
copy of the correspondi ng BP-197, accepting responsibility for
the funds. The Mailroom O ficer retains the funds for processing
t hrough FPPCS al ong with funds received through the mail

f. Inmate Funds Received Through the Mailroom Al funds
received by the Mailroom O ficer, including remttance through
the mail and ot her funds as provi ded above, will be processed
t hrough FPPOS. The Mailroom O ficer will exercise exceptional
care when recording and registering inmate funds received. It is
the Mailroom O ficer’s personal responsibility to accurately
identify the collections for posting to the correct inmate
account. The minimumcriteria being the commtted s name and
regi ster nunber. In instances of questionable identification,
the funds shall be returned to the sender as outlined in the Mai
Managenent Manual .

The yell ow copy of the receipt shall be sent to the inmate with
any acconpanyi ng correspondence when the collection is received
by mail. For funds turned in fromother offices, the receipt
will be sent to the inmate in a seal ed envel ope. The origina
copy of the receipt will be retained with the funds for pick up
by the Accounting Technici an/ Cashi er.

The Mailroom O ficer may place funds received that cannot be
processed the sane day as received in the night depository for
processi ng on the next business day. The follow ng procedures
shal | be foll owed:

The Mailroom O ficer nmust place all unprocessed
mai | room col l ections in a secured pouch or envel ope
| abel ed “Unprocessed Col |l ections.”

The mailroom staff is responsible for all unprocessed
col l ections placed in the night depository until the
Accounting Techni ci an/ Cashi er receives and receipts the
funds during the regular mailroomcollection.
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g. Funds Receipted by Accounting Technician/ Cashier. The
Accounting Techni ci an/ Cashi er nust verify that the information
keyed by the Mailroom O ficer is the sanme as the information on
t he negotiable instrunent or other docunent used to post. Once
this is acconplished, the Accounting Technici an/ Cashi er shal
rel ease the funds in FPPOS which will automatically post the
funds to the inmates" accounts. Each daily collection shall be
given a "Daily Collection" nunber by the Accounting
Techni ci an/ Cashi er begi nning with nunmber 001 on Cctober |st of
each fiscal year

A Cash Receipt (BP-114) shall be prepared by the Accounting
Techni ci an/ Cashi er and the original given to the Mailroom Oficer
who shall retain it in a secure file for at | east one year for
audit purposes. The accounting copy of the BP-114, the original
copy of the inmate receipt, and the "Held Transacti on Rel ease"
report shall be provided to the Accounting Section to support
posting to the control account in FPPOS and entries into the
accounting system

h. Insurance, Trust, and AIl Oher Simlar Settlenent Checks.
Endor senment and deposit of insurance, trust, and all other
simlar checks are generally considered as acceptance of
settlenment. Accordingly, whenever such negotiable instrunents
are received, they shall be held in the nmailroomand the
Uni t/ Case Manager notified. These checks shall not be routinely
processed t hrough FPPCS or posted to the inmate"s account. If
thereafter the inmate desires to accept settlenent, the check
shal |l be endorsed by the inmate (instead of the Accounting
Techni ci an/ Cashier). The check shall then be processed in the
usual manner (see Chapter 10967, paragraph d., of this Manual,
for Joint-Payee checks).
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CHAPTER 10967 - CHECKS AND OTHER NEGOTI ABLE | NSTRUMENTS

a. Purpose. To provide gui dance and procedures for handling
checks and ot her negotiable instrunents for deposit to the Inmate
Deposit Fund.

b. Negotiable Instrunents Subject to Collection. Pursuant to
Treasury Financial Mnual, Part 5, Chapter 2000, Section 2010,
“Checks received by Governnent officers are accepted subject to
collection...”

Al'l donestic personal checks and non-donestic and foreign
negoti abl e instrunents shall be placed on hold. Donestic
personal checks and Western Uni on Moneygrans shall be held 15
days. Non-donestic and foreign negotiable instrunents shall be
held from 30 to 60 days at the Accounting Technician' s/ Cashier’s *
di scretion. The holding period shall begin the day | SMenters
the instrunment into the Federal Prison Point of Sale (FPPOS)
System At the end of the hold period, the funds wll be
rel eased and made available to the inmate.

Negotiable instruments wth expired validity dates shall not be
accept ed.

The followng itens shall not be held and funds shall be made
avai |l abl e i mmedi atel y:

U.S. postal noney orders

U.S. Treasury checks

U S. Governnent-issued drafts

State, county, and nunici pal checks

Checks fromprivately contracted correctional facilities *
Cashi ers’ Checks

Donesti ¢ noney orders

Postal noney orders issued by Anguilla, Antigua and Barbuda,
Bahamas, Barbados, Belize, British Virgin Islands, Cornado,
Dom ni ca, G enada, Mntserrat, St. Christopher, Nevis,

St Lucia, and St. Vincent and the G enadines

C Canadi an postal noney orders - if they are addressed to a
payee wthin the United States and the anount is expressed
in United States currency.

OO0O000O0O0O0

On any collection which is held, the funds shall be posted
directly to the inmate account using the appropriate Deposit Fund
Function on the FPPOS System The use of the proper function
will automatically post these funds to the “Qutstandi ng Checks”
field on the inmate account, and will remain there until rel eased
by the Accounting Technician/ Cashier. The function rel easing
such held collections shall be perforned daily.
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C. For ei gn Funds

1. Personal Property. Wen foreign funds are received upon
comm tnent or through the mail the anount is not enough to
warrant speci al exchange procedures or is too small for bank
acceptance, then the funds may be consi dered and handl ed as
personal property. Cenerally, foreign funds with a conversion
value of less than five U S. dollars shall not be converted.

2. Conversion Procedure. Wen determ ned that foreign
funds shall be converted into United States currency, the
foll ow ng steps shall be taken:

(a) Funds in an inmate’ s possession, at the tinme of
comm tnent, shall be receipted on a tenporary SF-1165 by the
Receiving O ficer and be pronptly delivered to the Accounting
Techni ci an/ Cashi er. The Accounting Technici an/ Cashi er shall be
responsi bl e for converting the foreign funds into United States
currency (see PS 2000.02, Chapter 10615).

(b) Funds received through the mail shall be delivered
to the designated Accounting Technician/ Cashier. The Accounting
Techni ci an/ Cashi er shall give the Mailroom Oficer a tenporary
SF- 1165 as evi dence of receipt.

(c) These funds shall not be processed through FPPCS
prior to the time of conversion into United States currency.

(d) Upon conversion, the funds shall be schedul ed for
credit to the inmate’ s account through the nmailroomin the sane
manner as other inmate receipts.

(e) The Accounting Technician/ Cashier shall nmaintain
t he docunentation of the conversion rate used at the tine the
funds are exchanged. A copy of the docunentation shall be
provided to the inmate.

3. Deposits. Al inmate funds shall be deposited in
accordance with PS 2000. 02, Chapter 10620. Procedures and their
sources are as foll ows:

(a) The Accounting Technici an/ Cashi er shall deposit
all collections of inmate funds into the Inmate Deposit Fund
(15X6085) .

(b) Each collection shall be nmade in the sanme manner
as other collections detailed in this chapter.

(c) Sources of earnings include UNI COR wages, Trust
Fund earni ngs, and performance pay.

(d) These funds shall be posted to the i nmate account
in the sanme manner as prescribed in Chapter 10960, paragraph g.
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* (e) Endorsenent - The Accounting Technician/ Cashier
is authorized to endorse all negotiable instrunments. This is
only for the purpose of depositing the checks or noney orders in
the United States Treasury to the personal credit of the inmates.
Refer to paragraph d. of this chapter for joint-payee procedures.

*

(f) BP-407/BP-REC- 109 (Acknow edgenents of | nmate)
contains a "Power of Attorney" and is the Bureau of Prisons
authority to endorse i nmate checks or other negotiabl e
instrunments for deposit to the Inmate Deposit Fund Account. |f
an inmate refuses to sign the BP-407/BP-REC- 109, checks or other
negoti abl e instrunents shall not be recorded, but shall be
forwarded to an address designated by the inmate. Any cash in
the i nmate"s possessi on on conm tnment or subsequently received
fromany source shall be recorded in the Inmate Deposit Fund
Account, as well as a list in the mailroom shall note that only
cash transactions may be received for the inmate(s). *

(g) Endorsed or nutilated checks shall not be included
on a schedul e of cancel ed checks. The Regi onal Di sbursing
Oficer (RDO nust examne the facts relating to each endorsed
check that has been returned after negotiation by the payee.

This is required in order to protect the rights of the endorser
who may be hol der in due course. Also, the RDO nust exam ne the
facts relating to nmutilated checks and such checks and such
checks nust be in their possession in order to issue new ones to
t he payee or clainmants. Consequently, a separate schedul e shal
be prepared for all endorsed or nmutilated checks show ng the
nunber and anmount on each and indicating the action to be taken.
In each case, the RDOw Il give the admnistrative office a

di sposition of each undeliver-able check returned. Follow ng
recei pt of the returned check notice, remailing, cancellation, or
deposit in the United States Treasury shall be authorized as

i ndi cat ed.

d. Joint-Payee Checks. Joint-payee checks received shall not
be credited to an inmate"s account or retained in the institution
to preclude liability for endorsenent. Wenever a joint-payee
check is received, it shall be recorded in a "Joint-Payee Check
Regi ster.” This register shall include: (1) date received; (2)
date of check; (3) anobunt of check; (4) drawer"s bank synbol s;

(5) nanme of drawer; (6) nanmes of joint-payees; and (7)
di sposition. The Mailroom Oficer shall be responsible for
mai nt enance of the register and security of the check.
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Upon recei pt of a joint-payee check, the Unit/Case Manager shal
be notified and every effort nade to send the check out of the
institution within 48 hours. The Unit/Case Manager shall contact
the inmate to determ ne the disposition to be made of the check.
The inmate shall be advised that the check cannot be processed or
retained in the institution and that any arrangenent desired for
di sposition of the proceeds of the check is to be made by the
inmate with the other joint-payee through correspondence. The
Accounting Technician/ Cashier is not bonded for any liability
arising fromthe negotiation of joint-payee checks. Also, in
order to protect the inmate"s interest in the check under

negoti able instrunments |laws, all such joint-payee checks nust be
either forwarded to the other joint-payee or returned to the
payor .

An appropriate letter of transmttal shall be prepared with
copies for the Mailroom O ficer (to support the disposition
entry), the inmate, and the inmate"s central file.

1. The following letter format shall be followed to return or
forward the check to the other joint-payee (a) where the inmate
has pl aced their endorsenment on the check which was originally
received by the inmate, or was in the inmte"s possession at the
time of conmtnment, or the check was sent in by the other joint-
payee and (b) where the inmate refuses to endorse the check sent
in by the other joint-payee. "Enclosed is check dated

in the amount of $ payabl e to (show nane of
] oi nt payees exactly as witten on check) issued by (show nane of
payor). (a) (show nane of inmate) has placed hi s/ her endorsenent
of the enclosed check, and it is forwarded to you for further
handling. Any proceeds of this check returned for his/her use
should be in the formof a noney order, cashier check, certified
check, etc., but do not return the attached check, as it cannot
be negotiated. (b) (show nane of inmate) has refused to endorse
the encl osed check, and it is forwarded to you as it cannot be
retained at this institution.” NOTE: Use either (a) or (b) of
sanple format, whichever is applicable.

2. The followng letter format shall be followed to return the
check to the payor where (a) the inmate has it in his/her
possession at tinme of commtnent or received it directly fromthe
payor and the inmate refuses to endorse the check for forwarding
to the other joint-payee, or (b) the inmate has endorsed the
check which was forwarded to the other joint-payee who returns
t he check unendorsed. "Enclosed is your check dated
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inthe amount o $ made payable to (show exactly as
witten on check). (Nane of joint-payee refusing to endorse the
check) has refused to endorse this check. As we cannot retain or
negoti ate the check, it is returned. Any correspondence
pertinent to this matter should be directed to the joint-payee

i nvol ved. "

Di stinction should be made between joi nt-payee checks which
requi re the endorsenent of only one of the payees for
negotiability and those which require the endorsenent of al

i ndi cated joint-payees. For exanple, checks witten payable to
"John or Mary Doe" and "John and/or mary Doe" check shall be
handl ed in the same manner as any other check after the innmate
has pl aced his/her endorsenment on the check. Checks witten to
be negotiable and will be handl ed as j oi n-payee checks as
outlined above.

*e. Returned checks. |If a check that has been posted to an
i nmate account is returned by the U S. Treasury on a debit
voucher for insufficient funds (NSF), the amount of the returned
check shall be renmoved fromthe inmate account imediately. |If a
negati ve bal ance is created, imedi ate action shall be taken as
requi red by Chapter 10960. The original NSF check shall be filed
with the debit voucher and a copy forwarded to the inmate. *
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10950 - DEPGCSI T FUND ACCOUNTI NG
CHAPTER 10970 - QUESTI ONABLE OR " EVI DENCE" FUNDS

a. Purpose. To set forth the procedures for handling i nmate
funds with questionable ownership or required as evidence in a
case.

b. On Admssion. |If, at the tinme of adm ssion, information is
furni shed by the Deputy U S. Marshal, or has otherw se been

recei ved, regarding sone question with respect to funds received
with the inmates, one of two courses of action shall be foll owed:

1. If the funds are required as evidence in a case, the funds
shal | not be accepted. The funds shall be returned to the Deputy
U S. Marshal with a cover letter referring to Marshal"s Bulletin
No. 35 as foll ows:

"15. Prisoner Funds - Use of Evidence - Funds desired for use
as evidence in court, which are part of the effects of prisoners
being commtted to Federal penal and correctional institutions,
shoul d not be taken to the institution for safekeeping when the
prisoner is commtted. Al inmate funds received in an
institution are required to be deposited identities as evidence.
Therefore, nonies which may be required to be the regularly
enpl oyed practice for segregation and saf ekeepi ng of court
evi dence. "

2. If aclaimexist on the funds other than as evidence, such
as by reason of theft, enbezzlenent, etc., the funds shall be
received in the usual manner. The receipt issued shall bear the
provi sion "Unavail abl e Pendi ng Determ nati on of Legal Oanership."
The funds shall be placed in the suspense account pendi ng such
determ nation. Steps shall be taken determ nation in order that
funds may be renoved fromthe suspense account and properly
credited or disposition nmade.

c. After Adm ssion. Were funds, before losing their identity
by deposit, have been received and information is on hand that
the funds are required as evidence and were not returned to the
Deputy U. S. Marshal at the tinme of adm ssion per the above, they
shal | not be accepted or deposited, but shall be returned to the
US Attorney with a conplete statenent of the information
avai l able and reference to the U S. Attorney"s Bulletin vol. 1
No. 4, page 14 (sane rule as in the Marshals" Bulletin). If a
recei pt has been furnished of the return letter of transmttal
furni shed by the O fice of Financial Mnagenent.
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d. After Deposit. Ownership clains, as distinguished from
creditor"s clainms, shall cause the anount of the funds in
guestion to be i npounded pending court settlenent. Such cases
shall be referred to the Central Ofice, Ofice of General
Counsel, for consideration to have the Departnent of Justice,
through its legal division, file "Bill of Interpleader"” to obtain
final court determ nation of ownership.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10950 - DEPGCSI T FUND ACCOUNTI NG

CHAPTER 10973 - | NMATE EARNI NGS

* a. Purpose. The purpose of this chapter is to prescribe the
policies and procedures for handling i nmate earnings.

b. Inmate WAges. During their period of confinement at a
Federal institution, inmates may earn UN COR wages, Trust Fund
wages, or performance pay.

1. UNI COR WAges. Individual receipts shall not be issued
to inmates for industrial earning. A nonthly statenment is
furnished to each inmate working directly for UNICOR | nmates
may al so ask the O fice of Financial managenent (OFM, using
i ndustrial earnings, as well as other transactions affecting
t heir personal accounts.

| nmate industrial payrolls are prepared nonthly in triplicate by
enpl oyees of UNI COR showi ng each i nmate"s nanme and conpl ete

regi ster nunber. A copy of the payroll shall be delivered by

cl ose of business on the fourth workday of each nonth to the
accounting section by UNICOR staff. Posting of industrial
payrolls to the inmate"s account shall be conpleted within four
wor ki ng days after receipt of accurate payrolls by the OFM The
Accounting Technician shall post the total earnings to each
System \When all postings have been conpleted, the total of the
Transaction I nput Report shall be verified against the entries on
t he payroll.

The OFM shall bill UN COR, via OPAC, pronptly upon receipt of the
UNI COR payroll. The appropriate 04 Transaction entry shall be
made in FVM5S to record the collection to the Inmate Deposit Fund,
15X6085 (see paragraph b.2.).

2. Perfornmance Pay. The departnmental payroll lists shal
be prepared and processed in accordance with P.S. 5251.3, Inmate
Work and Performance Pay Program The Payroll lists shall be

submtted to the controller by the fifth workday after the end of
each pay peri od.

The Accounting Technician shall post the perfornmance pay to each
i nmat e"s account using the FPPOS Systemw thin four working days
after the receipt of accurate departnental payroll lists. Wen
all postings have been conpleted, the total of the Transaction

| nput Report shall be verified against the entries on the
departnental payroll listings. An 02 Transaction nust be nmade to
record the disbursenent fromthe Sal ari es and Expenses
Appropriation, Budget Activity F, Cost Center 364, Sub-Qbject
1192. The followi ng 04 Transaction is to be nmade to record the
collection to the inmate Deposit Fund, 15X6085:

110. 3 Net Di sbursenents Dr .
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450. 1 Dep. Fund - Inmate Mnies Cr.

A Journal Voucher (OF 1017) shall be prepared to support these
entries.

3. Dual Paynents. |Innates nay receive Trust Fund wages
and performance pay or Trust Fund Wages and UNI COR pay if both
are based on an hourly wage and inmates are paid only for hours
actual |y worked. *
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CHAPTER 10975 - FUNDS W THDRAWAL

a. Purpose. This chapter establishes procedures for the
wi t hdrawal of funds fromthe I nmate Deposit Fund Account.

b. General. Al Requests for Wthdrawal of |nmates Personal
Funds, BP-199, Inmate Fi nancial Responsibility Wthdrawal

Request, BP-445, and I nmate Wt hdrawal Records, BP-201, shall be
conpleted in the presence of a staff nenber designated for that
purpose by the Warden. All requests for funds w thdrawal s nust
be either typewitten or printed in ink. The designated staff
menber shall then hand deliver the appropriate withdrawal formto
t he approving official.

Approving officials for withdrawal s shall be as foll ows:

Unit Managers and Supervi sors of Education up to $250.
Disciplinary Hearing Oficers (DHO for the repaynent
of willful and malicious danage to Governnent property
followwng a DHO finding that the inmate commtted such
a prohibited act, regardl ess of anount.

Associ ate Wardens (Prograns), Superintendents of

| ndustries, and Canp Adm nistrators for over $250.

Al'l approving officials and the accounting office shall take care
to ensure that nmultiple BP-201"s or BP-199"s are not used to
exceed the $250 withdrawal limtation. Wthdrawal s made under
the Inmate Financial Responsibility Program (FRP) are exenpt from
the $250 limt. Odinarily, the Unit Manager wi |l approve the
Inmate FRP wi t hdrawal request; however, any other approving
official may approve this w thdrawal form

To prevent possible alteration of the approved w thdrawal form
a staff nenber nust hand-deliver it to the Accounting staff, as
determ ned by the Controller, for processing. The fornis *
processi ng shall be done exclusively by accounting section

enpl oyees. After an inmate"s signature is affixed to the

wi thdrawal form at no tinme and under no circunstances shall an
inmate be permtted to handle or see any information contained

t hereon, or process or file SF-1166 paynent vouchers, draft
paynment vouchers, or OPAC vouchers for inmate funds w t hdrawal .
If there is any question concerning who delivered the w thdrawal
form the Accounting Technician shall return the wthdrawal form
to the originating office.

The Accounting Technician shall verify conpliance with the
regul ati ons before processing the withdrawal. The w t hdrawal
forms shall be given only one Deposit Fund voucher nunber when
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several are payable to the same organization. Al originals of
this formshall be filed in the Deposit Fund voucher file in
nuneri cal sequence except when cash paynent is rmade by an
Accounting Technician. Wen cash paynent is nmade, the Accounting
Techni cian shall retain the original BP-199 to support the
Repl eni shment Voucher, and file a copy of the formin the Deposit
Fund voucher file to maintain nunerical sequence.

When i nmate funds are schedul ed for paynent on an SF-1166, a copy
of the SF-1166 shall be retained in the voucher file to maintain
voucher number sequence. The Accounting Technician shall forward
the inmate"s copy of the wthdrawal formto Unit Managenent staff
for delivery to the inmate

Form BP- 199 shall be used for all w thdrawals except:

Direct Sal es

Speci al Purpose Orders (Indirect Sales)

Paynent Upon Rel ease

Transfers Between Institutions

Paynent of Accounts of Deceased | nmates

Clains to the General Accounting Ofice

Deposit of Inmate Funds Whose Wereabouts are Unknown
Col I ection Charge for Unpaid Checks

| nconpetents (See paragraph f.5 of this chapter for
handl i ng funds of i nconpetents)

Correction of an Adm nistrative Posting Error

| nmat e Fi nanci al Responsibility Program (See paragraph f. 8.
of this chapter for procedures).

c. Direct Wthdrawals. These include w thdrawals requested in
favor of individuals or organizations outside the institution
such as paynents to |awers and remttances to dependents. This
type of withdrawal shall be made in favor of the payee upon
recei pt of a signed, witten inmate request (e.g., BP-445,

BP- 201, or BP-199). These withdrawal s nust be approved and

processed as specified in paragraph b. of this chapter. If a
request involves a policy decision, it should be referred to the
Warden for approval. It shall be the Accounting Technician"s

responsibility to ensure that proper approval and regul atory
conpliances are achieved before the request is processed.

d. Processing Requests for Wthdrawals. Approved w thdrawal
requests, subject to the availability of funds, shall be assigned
a Deposit Fund voucher nunber and pronptly posted to the inmate
account. The withdrawal requests shall be processed for paynent
fromthe I nmate Deposit Fund (15X6085). Al w thdrawal forns
shal | be processed and schedul ed at | east once a week.

If an inmate | acks sufficient funds in his/her account to allow a
wi t hdrawal form's processing, the Accounting Technician shal
stanp it "Insufficient Funds," note in the margin the anount of
funds in the account and return it to Unit Managenent staff for
delivery to the inmate. An exception to this wll be when a BP-
199 formis payable for reinbursenent to the institution for




postage of legal mail, tel ephone calls, copier charges, account
card repl acenent charges, and any other internal charge which is
readily collectible. Then, the withdrawal form shall be held and
processed when the inmate has sufficient funds on account.

e. Paynment Upon Rel ease. Paynents to inmates being
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rel eased are generally nmade by one of the foll ow ng nethods:
in cash by the Accounting Techni ci an/ Cashi er,
by draft by the Accounting Technici an/ Cashi er,
part by cash and the remainder by U S. Treasury Check
part by cash and the remai nder by draft.

The personal funds anount to be paid in cash shall be held to a
m ni mum Rel ease paynent conputations shall include all accrued
institution earnings, even though payrolls have not been
processed and posted to the inmate"s funds paid by cash, U S.
Treasury check, or draft shall be withdrawn fromthe inmate"s
account in the Federal Prison Point of Sale (FPPOS) System

1. Cash Paynent by the Accounting Technici an/ Cashi er.
Paynment shall be made froma BP-112, Prisoner"s Personal Funds
and Gratuities Voucher. Wthdrawal frominmate accounts shall be
effected prior to the approving official"s signature on the
voucher. (Paynents may not include deferred checks). The
voucher shall be nunbered in the regular Deposit Fund voucher
series which shall be used as a posting reference. The
Accounting Techni ci an/ Cashi er shall assign a sub-voucher nunber
on the voucher formfor reinbursenent purposes.

(a) Consistent with the Treasury Financial Mnual, Cashiers
are authorized to make single cash paynents not to exceed $500 of
personal funds to sentenced i nmates upon release within the
conterm nous United States.

(b) By letter fromthe Chief D sbursing Oficer, U S
Treasury, dated may 12, 1977, Bureau of Prisons Cashiers have
been granted an exception to the maximumlimtation as provi ded
in Section 7 to the Manual of Procedures and Instructions for
Cashiers. I n accordance with this exception, Cashiers are
aut hori zed to nmake paynents as foll ows:

oo To provide unlimted cash for the personal funds of
i ndi vidual s being deported as illegal aliens.

oo To provide unlimted cash for the personal funds of
unsent enced i nmates upon their rel ease from cust ody.

(c) As authorized by the U S. Treasury"s Chief D sbursing
Oficer"s March 28, 1979, letter, Bureau of Prisons Cashiers may
exceed the limtation inposed in Section 7 of the Manual of
Procedures and Instructions for Cashiers as foll ows:

oo To provide unlimted cash fromthe personal funds of
i ndi vi dual s aut hori zed energency furloughs for the purpose
of beside visits and/or funeral attendance.



(d) The limts established above represent the maxi num
anounts all owabl e for paynent by the Cashier. Institutions may
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establish | esser anmobunts for cash paynent with the bal ance being
forwarded pronptly by check or draft, as appropriate.

2. Paynent by Check, SF-1166. Each inmate"s paynent shal
be annotated on an Sf-1166 and sent to the Regional Finance
Center (RFC) in sufficient tine so the check can be processed and
arrive at the inmate"s rel ease destination on or before his/her
schedul ed arrival date. An SF-1166 may al so be used for paynent
of funds credited to an inmate"s account after rel ease. Checks
nmust al ways be issued in the innate"s nane so the cashed Treasury
Check becones prina faci e evidence of paynent.

f. Speci al Wthdrawal Procedures.

1. Escorted Energency Visits. Al costs for these visits
are at the inmate"s expense except the first eight hours cost of
pay each day the inmate is in the acconpanying O ficer"s custody.
The first eight hours may be regular tine or overtine. A "no
expense" Travel Authorization shall be issued and carried by the
Oficer to support the trip"s official nature, as well as support
travel duty status on tinme and attendance records.

The inmate shall conplete a BP-199 formfor the trip"s total
estimated cost. The Accounting Technician/ Cashier shall sign the
formif funds are available in the inmte"s account. A Deposit
Fund voucher nunber will be assigned to the approved form and
posted to the appropriate inmate account. A photocopy of the

w t hdrawal form shall be retained in the Deposit Fund voucher
file. The Accounting Technician/ Cashier wll make cash paynent
on the basis of the approved BP-199, secure the inmate"s

si gnature evidencing funds recei pt, and assign the next sub-
voucher nunber for reinbursenment purposes. |If funds have not
been received in time to permt receipting through the mailroom
t he Account Techni ci an/ Cashi er may post the approved w thdrawal ,
resulting in a tenporary negative bal ance, only after being
assured the noney is available for that purpose.

The visit"s cost shall be stated on the standard Travel Voucher
form (SF-1012) and audited as usual. Expenditures by the Oficer
shall be strictly accounted for as required under the Federal
Travel Regul ations and Bureau of Prisons program statenents. Any
advanced funds bal ance shall be returned to the Accounting
Techni ci an/ Cashi er who shall inmmediately audit the Travel Voucher
and have it certified before forwardi ng the bal ance to the

Mai |l room O ficer for receipting. A copy of the voucher m nus
Privacy Act information shall be furnished to the Mailroom
Oficer. The Mailroom O ficer shall forward this voucher copy
together with a receipt for funds credited to the inmate"s
account to the inmate. The original voucher shall be filed in
the inmate"s central file.

Any sal ary anounts due the escorting Oficer are to be paid by
the institution and properly recorded and reflected in the
institution"s pay records and enpl oyee"s W2. Any anount paid




the escorting Oficer after the first eight hours of each day
wll be collected fromthe inmate, by the Ofice of Financial
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t he next sub-voucher nunber for reinbursenent purposes. |f funds
have not been received in tinme to permt receipting through the
mai | room the Accounting Technician/ Cashi er may post the approved
wi thdrawal , resulting in a tenporary negative bal ance, only after
bei ng assured the noney is avail able for the purpose.

The visit"s cost shall be stated on the standard Travel Voucher
Form (SF-1012) and audited as usual. Expenditures by the Oficer
shall be strictly accounted for as required under the Federal
Travel Regul ations and Bureau of Prisons program statenents.

Any advanced funds bal ance shall be returned to the Accounting
Techni ci an/ Cashi er who shall immediately audit the Travel Voucher
and have it certified before forwardi ng the bal ance to the

Mai |l room O ficer for receipting. A copy of the voucher m nus the
Privacy Act information shall be furnished to the Mailroom
Oficer. The Mai | room O ficer shall forward this voucher copy
together with a receipt for funds credited to the inmate"s
account to the inmate. The origi nal voucher shall be filed in the
inmate"s central file.

Any sal ary anounts due the escorting Oficer are to be paid by
the institution and properly recorded and reflected in the
institution"s pay records and enpl oyee"s W2. Any anount paid
the escorting Oficer after the first eight hours of each day
wll be collected fromthe inmate, by the Ofice of Financia
Managenent, and deposited to the M scel | aneous Recei pt Account,
153220. Travel expenses paid on behalf of the escorting Oficer
by an inmate shall not be reflected in the institution"s pay
records. It is the enployee"s responsibility to report such

i ncone for tax purposes.

2. Law Books or Legal Ctation. The purchase may be authorized
when approved according to this chapter"s instructions. The

i nmat e may donate purchased books to the institution |ibrary, but
the institution may decline the offer. 1In lieu of donation, the
inmate may transmt the books at his/her own expense to an

aut hori zed correspondent or take the book(s) upon release. Such
books may not be passed to other inmates w thout approval. (See
the Program Statenent on Legal Activities, Inmate.)

3. WIllful and Malicious Damage. Whenever the inmate is
willing to execute a withdrawal request as settlenment of wllful
and malici ous damage to CGovernnent property, a BP-199 form shal
be drawn in favor of the Treasurer of the United States. In this

event, the request shall be prepared for paynent and posted to
the inmate"s account. A Journal Voucher(s) shall be prepared to
account for the transfer of funds to the prescribed m scell aneous
recei pt account.
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In the event an inmate is unwilling to sign the request, funds
may not be withdrawn, as this would be contrary to the terns of
the Trust. In such cases, the inmate shall be advised of the

institution"s intention to inpound his/her personal funds up

t ot he anmount represented by the Governnent"s claimfor damage and
shall remain on his/her account for the remainder of the inmate"s
sentence. (See Chapter 10985 of this Program Statenent for

i npoundnent procedures.)

4. Sent to Foreign Countries. There is no reasonable assurance
that checks and third party drafts in favor of payees *
in certain foreign countries will be negotiable. The Code of
Federal Regulations (CFR), Title 31, Part 211, restricts check
delivery to certain addresses outside the United States, its
territories, and possessions. Upon receiving a request for

wi thdrawal in favor of a payee in a foreign country, the
Controller shall review 31 CFR, Part 211, to determ ne whet her

the desired withdrawal can be effected. | f so, the w thdrawal
shall be at the Controller"s discretion and shall be certified
appropriate for paynent. |[If, after reviewing the cited

regul ation, there is any question concerning paynent, the matter
shall be referred to the Chief, Finance Branch, Central Ofice.

5. Funds of | nconpetents.

a. Trust Fund Itens. In limted circunstances, wthdrawal s
may be authorized by the Warden or the inmate"s representative
Case Manager whenever deened advisable for the innmate"s treatnent
and welfare. A fornmal approval of the itens allowed in
i ndi vi dual cases shall be furnished the Accounting Technici an.

b. Oher. Only the legally appointed guardi an has the
right to act in personal property matters for an inmate decl ared
i nconpetent. Wen it is necessary to withdraw funds, a request
on Form BP-199 may be sent, with an explanatory letter, to the
guardian for signature on behalf of the inconpetent inmte. A
certified copy of guardi anshi p appoi ntnent shall be furni shed
when the signed formis returned, unless there is already a
certified copy in the inmates" central file. Wen there is no
guardi anship record, the matter shall be referred to the Ofice
of Regional Counsel to determne if a guardi anshi p appoi nt nent
shoul d be nmade.

6. Qut to Court. When an inmate |eaves an institution under
court order and is not expected to return, the inmate shall be
paid the funds bal ance remaining in his/her personal account. A
reasonabl e amount shall be paid in cash, as recommended by Unit
Managenment staff. The balance will be paid as appropriate. Wen
inmates are released on "wit" and held in state or county
correctional institutions for a lengthy period of tine, and if

| arge fund bal ances prohibit
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If the inmate"s account does not contain sufficient funds when
the withdrawal is to be posted, the fornf's "Returned for |nsuf-
ficient Funds" bl ock shall be checked. The forminmmediately is
canceled. The Ofice of Financial Mnagenent shall maintain the
cancel ed original formand the copy shall be returned to the Unit
Managenment Staff. The repetitive paynent shall resume upon

recei pt of a new withdrawal form BP-445.

(c) Methods of Paynent. FRP paynents nay be nmade by U. S.
Treasury check or the On-line Paynment and Col |l ecti on System
(OPAC)/ FINES. OPAC is used in conjunction with FINES, an option
of the Batch Transm ssion System (BTS). FINES is used to
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transmt paynent identification data and OPAC is used to nmake the
funds paynent. This nethod shall be used only for Federal

pri soners who make paynents to the Departnent of Justice. Data
shall be entered into FINES and OPAC on the sane day.

U.S. Treasury checks shall be used for paynents nade on behal f of
state prisoners, District of Colunbia prisoners,and Feder al

pri soners who make paynents to other than the Departnent of
Justice. Al paynents nade by U S. Treasury check shall be
identified by, at a mninmum the case docket nunber. Any paynent
conbined for two or nore prisoners on one Treasury check requires
atransmttal letter (Exhibit A) forwarded to the payee
identifying each i nmate, nunber, case docket nunber, and paynent
anmount .

The FRP coordinator shall be provided a nonthly list of al
| nmat e Fi nanci al Responsibility Program paynments made during the
nont h.

g. Funds Transfer.

1. For inmates transferred fromone institution to another
institution, contract facility, state or |ocal correctional
institution, or released, the follow ng procedures nust be
foll owed when transferring funds for those inmates. |If the
inmate is being transferred to another Federal institution, the
funds shall be transferred, using the On-Line Paynent and
Col l ections Systens (OPAC), within five days after notification
of the inmate"s transfer. |If the inmate"s funds cannot be
transferred using OPAC, then the funds shall be transferred by
issuing a U S. Treasury check within 10 days of notification of
the inmate"s transfer or rel ease.

(a) Funds of an inmate transferred to anot her Federal
institution shall be transferred using the OPAC. The follow ng
procedures shall be foll owed.

(1) D sbursing Institution.

Step 1: Usi ng the FPPOS System the Accounting
Techni ci an shall obtain the fund bal ance, excluding deferred
itens, for each inmate transferred.

Step 2: Usi ng the FPPOS System the Accounting
Techni ci an shall post the w thdrawal of funds, excluding deferred
itens, fromeach inmate account. The deferred itens shall be
transferred upon rel ease, becom ng avail abl e funds, by the FPPCS
System

* Step 3: The Accounting Technician shall assign
an OPAC nunber, using the OPAC docunent with the Transaction

| nput Report generated in Step 2. These nunbers shall be
assigned in accordance with Chapter 10775, paragraph e.*



Step 4: Once the inmate funds have been
transferred via OPAC, the OPAC docunent with the Transaction
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| nput Report attached shall be reported on the SF-224 and filed
in accordance with Chapter 10775, paragraph i.

(2) Collecting Institution.

Step 1: Upon receiving the inmate funds via
OPAC, the Accounting Technician shall assign the docunent an
* OPAC nunber in accordance with Chapter 10775, paragraph e,
usi ng the OPACs Received | nmate Funds | og.

Step 2: Usi ng the FPPOS System the Accounting
Techni ci an shall post the funds to the appropriate i nmate
account. The institution"s Ofice of Financial Mnagenent wll
provide a receipt for the inmate.

Step 3: Once the inmate funds have been posted,
t he OPAC docunment with the Transaction Input Report generated in
Step 2 attached shall be reported on the SF-224 and filed in
accordance wth Chapter 10775, paragraph i. The receipt of funds
t hrough OPAC i s considered a "Contra-Di sbursenment” rather than a
"Col l ection.”

(b) Funds of inmates transferred to contract
facilities shall be forwarded by issuing U S. Treasury checks.

(c) Funds of inmates transferred to a state or | ocal
correctional institution shall be forwarded by issuing U S.
Treasury checks.

(d) To forward funds to the inmate, use the address
listed by the inmate at rel ease.

h. Transfer of Funds Between | nmates.

1. Wthin Institution. Money may be transferred fromthe
account of one inmate to another when the inmates are cl ose
relatives and the Warden approves the transfer of funds in
witing. Since the transfer between account does not affect the
| ocal Deposit Fund total, after posting the wthdrawal request to
bot h accounts, the approved forns shall be nunbered in the sane
series wwth other Forns BP-199, and retained in the Deposit Fund
voucher file.

2. Between Institutions. Wen the transfer of funds
involves inmates in separate institutions, it will be necessary
to obtain both Wardens" prior witten approval. The donor shal

sign the BP-199 formfor the anpbunt to be transferred, and when
approved, the w thdrawal request shall be posted to the innate"s
account. The funds shall be transferred via OPAC to the
receiving institution for credit to the inmate"s account.
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* k k% EXAI\/PLE * k k%

PAYEE NAME
STREET ADDRESS
Gl TY, STATE ZI P CODE

Dear Payee:
This is to informyou that you will be receiving a U S.

Treasury check in approximately 5 days, in the amount of $XXX. XX,
for the follow ng i nmates:

Nanme Nunber Case/ Docket No. Amount

Namne Nunber Nunber XXX, XX

Name Nunmber Nunber XXX, XX
Tot al

Any questions should be directed to Jane Smith, Accounting
Techni ci an, on 101-333-3333.

Si ncerely,

Joan Jones
Supervi sory QOperating Account ant
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10950 - DEPGSI T FUND ACCOUNT

CHAPTER 10977 - CONFI SCATED FUNDS

a. Purpose. To establish procedures for handling unauthorized
funds in the possession of innmates.

b. Unauthorized Funds. All unauthorized funds found by an
inmate or discovered in the possession of an inmate shall be
pronptly delivered to the Accounting Technician/ Cashier. The
Chi ef Executive O ficer, or their authorized representative,
shall provide, in witing, a determ nation as to whether the
funds are to be confiscated or credited to an inmate"s account.

1. Funds, which have been received and for which the
determ nation as to disposition is pending, shall be deposited to
t he Suspense Account 15X6875.10. Once the determ nation has been
made the funds shall be disbursed utilizing a Journal Voucher
(OF-1017Q.

(a) Confiscated funds shall be deposited inmmediately to
M scel | aneous Recei pts Account 151060.

(b) Funds to be credited to an inmate"s account shall be
posted using the Federal Prison Point of Sale (FPPOS) System A
Journal Voucher (OF-1017G, along with the witten determ nati on,
shal |l be the source docunent for this transaction.

2. Any funds found in an institution not attributed to an
inmate shall be imediately delivered to the accounting section
and deposited to M scell aneous Recei pts Account 151099.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 10950 - DEPGCSI T FUND ACCOUNTI NG

CHAPTER 10980 - | NMATE SAVI NGS PROGRAM

a. Purpose. To establish policy and procedures for innmates to
participate in a savings program

b. General. Inmates should be encouraged to participate in sone
conti nuous savings programand regularly set aside a portion of
their funds for this purpose. The savings may be in the form of
a passbook savings account, certificate of deposit, any noney

mar ket accounts, or U S. Savings Bonds.

1. Saving Accounts. Innates nay choose to open and deposit
funds to a recogni zed savings institution. Any passbook,
certificate, etc. received as a result of this account, shall be
mai ntained with the inmates central file. Inmates shall not be
permtted to withdraw passbooks, certificates, checkbooks, etc.
fromhis/her central file for the purpose of draw ng personal
checks in favor of other individuals or organi zations. However,
when approved, an inmate nmay w t hdraw savings to be deposited to
the inmate"s institution Deposit Fund Account. In such
i nstances, the check shall be accepted subject to collection and
shall be receipted in the sanme manner as other negoti able
i nstrunents.

2. Savings Bonds. The Unit Managenent team shall assi st
the inmate in the purchase of a savings bond which, subject to
approval, may be in the nane of 1) the purchaser, 2) a dependent,
3) a beneficiary, or 4) the inmate and a dependent as co- owner.

| nfformati on on the bond application, together with the
w t hdrawal request, BP-199/BP-CV5-21/24, shall be signed by the
inmate and, after approval by the Unit Managenent team nenber,
submtted to the accounting office. The BP-199/BP- CV5- 21/ 24,
executed for the purchase price of the bond, shall be w thdrawn
fromthe inmate"s account in the sane manner as any ot her
w thdrawal s. The SF-1166 shall be prepared, payable to the
"Federal Reserve Bank" or "Treasurer of the United States" (if
application is to be submtted to the Treasury Departnent for
issue), for the total purchase price of all bond applications
listed on the schedul e.

For identification purposes only, the inmates" nanes,
nunbers, and purchase prices shall be listed on this schedul e.
An extra copy of the schedule shall be retained by the Accounting
Techni ci an/ Cashier in order to conpare the check and applications
at the time of
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subm ssion to the bond issuing office. It should be noted on
the schedule that the check is to be returned to the institution.
The check and the bond application shall then be sent to the bank
or Treasury for issuing of bonds and mailing to designated
addr esses.

(a) Bond Retention. No provision is made for retention of
bonds or issue of "Safekeeping Receipts"” at the Federal Reserve
Banks or with the U. S. Treasury. Innmates should be encourage to
have their bonds sent to individuals outside the institution for
saf ekeeping. Wen this is not feasible, the bonds shall be
retained in the sage by the Accounting Techni ci an/ Cashi er.

(b) Receipt Notification. A receipt notice entitled
"Savi ngs Bonds for Safekeeping”, BP-198/BP-CV5-19, shall be
prepared in duplicate by the Accounting Technician/ Cashier. The
original of this formis to be sent to the inmate purchaser and a
copy retained in the Cashier"s office (as long as the bonds are
retained).

* (c) Control Register. The Accounting Technician/ Cashier
shall maintain a register for all savings bonds retained in the
Cashier"s office a BP-105/BP -ACCT-27 form The register shal
be conpleted as follows: (1) the register shall be entitled
"Savi ngs Bonds" immedi ately preceding "Register of ..." foll owed
by the inmate"s nane and nunber, e.g., "Savings Bonds Register
of ... John Doe 13175-SW (2) in the "Date" columm, enter the date
the bond was received; (3) in the "Docunment No." columm, enter
the issue date of the bond; (4) in the "lItem columm enter the
bond"s serial nunber"” (5) in the "Amount" columm, enter the
maturity value of the bond; and (6) in the "Settlenent" col um,
enter the date the bond was redeened for the inmate or the date
t he bond was mail ed out for safekeeping.

When bond(s) are delivered to an inmate at tinme of rel ease,
certification shall be nmade at the bottom of each page of the
register as follows: "I acknow edge receipt of all savings bonds
due ne not previously redeened or transferred out of the
institution at my request as reflected by this Register. Date:_

, Inmate"s Signature: N

(d) Verification. At |east once every three nonths, the
bonds on hand shall be verified with the control register by the
Controller or representative.
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(e) Mnthly JV's. Based on the receipts and i ssues as
shown on the register, nonthly reports shall be prepared and
submtted to the Accounting Super- visor for nonthly entries to
t he autonmated accounting system

(f) Retained in Envelopes. Bonds shall be retained in
i ndi vi dual envel opes for each inmate, reflecting the name and
regi ster nunber. These envel opes shall be di sposed of after al
bonds have either been redeened, cashed, nailed out, or given to
inmates at the time of their rel ease.

3. Disposition of Control Registers. After all bonds for an
i nmat e have been properly released and the rel ated Fi nanci al
Managenent System (FMS) entries made, a file shall be established
for the control register sheets and retained in the Ofice of
Fi nanci al Managenent for six years.

4. Redeem ng. Savings bonds may be redeened at the inmate"s
request subject to the approval of the Unit/ Case Manager. The
Treasury Departnment has limted authorization to act as
certifying officers in connection with payments of such docunent
to: Chief Executive Oficers; Assistant Chief Executive
O ficers; Superintendents; Assistant Superintendents; and Cash-
iers. For this purpose, at least two officials, preferably the
principal and alternate Cashiers at each institution, shal
execute an aut ograph Signature card, Form PD- 835, in duplicate.
Such cards shall be kept current and on file with the Bureau of
the Public Dept. A supply of the above-nentioned signature cards
may be obtained fromthe Bureau of the Public Dept, Treasury
Departnent, Adm nistrative Services Ofice, 13th & C Streets,

S. W, Washington, D.C 20226, or nearest FRB. Certification on
the PD- 835 shall be nade by the Chief Executive Oficer whose
name appears on the latest revised listing of those authorized to
certify designation of enployees for handling of inmates" savings
bonds. The Central Ofice will notify the Bureau of the Public
Debt when any change is nade in the personnel shown.
Certification on the PD-835 can be made only by the individuals

listed on the latest revised listing. It is inpractical to nmake
designations to the Treasury Departnent for certifi-cation to be
made by those in an "acting" capacity. |If any pending change is

contenpl ated during the absence of the authorized official, the
forms should be executed prior to or held for signature on return
from absence. The institution shall prepare a transmttal letter
and forward the signature cards directly to the Bureau of the
Public Dept, 200 Third Street, Parkersburg, West Virginia 26101,
Attention:

Manager, Transactions Branch.

Whenever a change in any
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desi gnee occurs, a PD-835 (in duplicate), shall be prepared and
the signatures of both forwarded to the Bureau of the Public Debt
to destroy the old cards and replace with the new ones, thereby
reduci ng the nunber of cards on file to only one set in duplicate
at any tinme for each institution. After certification for
paynment, bonds shall be submtted to the Federal Reserve Bank
with a covering transmttal letter for the issuance of a Treasury
check in favor of the inmate. Posting to the Register shall be
made when bonds are withdrawn for transmttal. The check, upon
recei pt, shall be credited to the inmate"s personal account in

t he usual manner.

5. | n Possession Upon Commtnent. |If savings bonds are in
t he possession of an innmate at the tinme of conmmtnent,
a notation shall be made on the reverse side of the BP-
197/ BP- CM5- 14 or BP-193/BP-CM5-2 of the bond nunbers
and denom nations. The bonds shall acconpany the
personal funds to the Mailroom O ficer for delivery to
t he Accounting Technician/ Cashier. |f no personal
funds are involved, the bonds shall be delivered to the
Accounting Techni ci an/ Cashier for recording in the
manner outlined for bonds received directly fromthe
Federal Reserve Banks. (Any other negotiable instru-
nment shall be handl ed as personal property-"Val uabl es."
?P<) 4281 PROVI DES FOR THE | SSUE OF CLOTHI NG, FURNI SHI NG OF TRANSPORTATI ON, AND
PAYMENT OF GRATUI TI ES UPON DI SCHARGE. PRI SONERS RECOMM TTED TO AN | NSTI TUTI ON
AS PAROLE OR CONDI TI ONAL RELEASE VI OLATORS SHALL, UPON FI NAL RELEASE, AGAIN BE
PROVI DED W TH SUI TABLE CLOTHI NG, TRANSPOR- TATI ON, AND GRATUI TY NOTW THSTANDI NG
THE FACT THEY WERE FURNI SHED CLOTHI NG, TRANSPORTATI ON, AND GRATUI TY AT THE TI ME
OF THEI R FORMER RELEASE

C. TRANSPORTATI ON REQUESTS - TRANSPORTATI ON SHALL BE FURNI SHED AN | NVATE UPON
RELEASE, TO THE PLACE OF BONA FI DE RESI DENCE W THI N THE UNI TED STATES, PLACE OF
CONVI CTI ON, OR TO SOVE OTHER DESTI NATI ON | F APPROVED BY THE CHI EF EXECUTI VE
OFFI CER.

1. TRANSPORTATI ON REQUESTS - TRANSPORTATI ON FURNI SHED TO RELEASED | NVATES
MAY BE PROCURED BY THE AUTHORI ZED TRAVEL MANAGENMENT CENTER S GOVERNVENT TRAVEL
SYSTEM ( GTS) ACCOUNTS. THE MOST ECONOM CAL MEANS OF TRANS- PORTATI ON,

CONSI DERI NG ALL FACTORS, SHALL BE USED. TRANSPORTATI ON MAY BE FURNI SHED BY
RELATI VES. BUS TOKENS OR TAXI FARE SHOULD BE PROCURED AND FURNI SHED TO THE
| NVATE FOR TRAVEL TO THE Al RPORT, TRAIN, OR BUS TERM NALS.

2. CASH PAYMENTS - TRANSPORTATI ON FURNI SHED TO RELEASED | NVATES MAY BE
PURCHASED OR PAI D FOR I N CASH NOT TO EXCEED $100. 00 PLUS TAX AND W THI N | MPREST
FUND CAPABI LI TY.

(A) THE NORMAL PROCEDURE SHALL PROVI DE FOR TI CKETS | N ADVANCE, CASH
MAY BE G VEN TO PURCHASE TI CKETS, | N WHI CH CASE THE AMOUNT OF THE PAYMENT SHALL
BE ENTERED I N THE " CASH TRANSPORTATI ON' COLUWN AND | NCLUDED I N THE " TOTAL PAID'
COLUW OF BP-112/ BP- ACCT-96. ARRANGEMENTS MAY BE MADE W TH THE AUTHORI ZED
TRAVEL MANAGEMENT CENTER TO HAVE THE TI CKET SHALL BE CHARGE TO THE
| NSTI TUTI ON' S CONTRACTOR- | SSUED CHARGE CARD ( GT'S) ACCOUNT BY THE AUTHORI ZED
AGENCY. *



3. TRANSPORTATI ON TO PUERTO RICO, ALASKA, AND HAWAI | - TRANSPORTATI ON
ALASKA AND Hawal I SHALL BE MADE BY METHOD NO. 1, AND TRANSPORTATI ON PUERTO RI CO
MAY BE MADE ElI THER BY METHOD NO. 1 OR NO. 2, DEPENDI NG ON
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THE COST AND Cl RCUMSTANCES.

(B) MeETHOD NO. 2 - VMHEN DEPARTURE |'S TO BE MADE FROM NEW YORK CI TY,
ARRANGEMENTS SHOULD BE MADE W TH THE CHI EF EXECUTI VE OFFI CER OF MCC, NEW YORK,
15 DAYS IN ADVANCE. WWHERE PCSSI BLE, THE PRI SONERS SHOULD BE TRANSFERRED TO
MCC, NeEw YORK ( PREFERABLY BY BUREAU BUS), PRI OR TO THE EXPI RATI ON OF THE
SENTENCE.  TRANSPORTATI ON REQUEST, GRATUI TY, DI S- CHARGE CLOTHI NG, AND FULL
| NSTRUCTI ONS CONCERNI NG THE RELEASE PLAN SHOULD BE FURNI SHED TO MCC, NEW YORK.
MCC, NEW YORK SHALL ARRANGE THE TRANSPORTATI ON AND BI LL THE TRANSFERRI NG
| NSTI TU- TION FOR THE COST OF THE FARE. ALL TRANSPORTATI ON OF RELEASEES TO
PUERTO R CO ARRANGED BY MCC, NEW YORK, SHALL BE VIA ONE OF THE COWERCI AL
Al RLI NES USI NG TOURI ST ACCOMVIODATI ONS. *

4. MLITARY - QUTSIDE THE UNI TED STATES - THE ARMW SHALL PROVI DE
TRANSPORTATI ON FOR M LI TARY PRI SONERS RESI DI NG QUTSI DE THE UNI TED STATES, FROM
THE PORT OF EMBARKATION I N THE UNI TED STATES TO THE PORT OF DEBARKATI ON OUTSI DE
THE UNI TED STATES NEAREST THEI R HOVES. THE | NVATE RELEASE DATE, THE FOLLOW NG
I NFORMATI ON SHALL BE SUPPLI ED:

(A) ANTICl PATED RELEASE DATE - | NDI CATI ON ANY EXTRA GOOD TI ME EARNED CR
ANTI Cl PATED.

(B) THE RELEASE DESTINATION - | NCLUDE ANY COMMENTS RECEI VED FROM THE
PROBATI ON OFFI CER CONCERNED, THE | NVATE' S ATTI TUDE TOWARDS RETURN, AND THE PLAN
QUTLI NED FOR RESI DENCE AND EMPLOYMENT ( AND ADVI SOR WHERE APPLI CABLE) .

(©) PERSONAL FUNDS - THE AMOUNT OF PERSONAL FUNDS, | NCLUDI NG ANY ACCRUI NG
| NDUSTRI AL EARNI NGS.

(D) TRrRAVEL TIME - THE BEST ESTI MATE OF THE TRAVEL TI ME TO REACH THE PORT
OF EMBARKATI ON.  ( RELEASES TO THE WEST W LL BE SAN FRANCI SCO AND TO THE EAST
W LL BE NEW YORK. )

* D. PAYMENTS UPON RELEASE. THE FOLLOW NG PROCEDURES SHALL BE USED TO
ESTABLI SH RELEASE PAYMENTS.

1. GRATUTIES.

(A) GENERAL - A CASH GRATUI TY NOT TO EXCEED $500. 00 MAY BE PAI D TO EACH
RELEASEE. THE AMOUNT SHALL BE DETERM NED BY UNI T IVANAGEMENT, WH CH SHALL FOLLOW
THE POLI CI ES AS OUTLI NED BY THE BUREAU AND THE CH EF EXecuti VE OFFI CER.
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(B) RELEASE TO CONTRACT CCC - | NVATES ACCEPTED FOR RELEASE
TO A CONTRACT CCC W TH | NADE- QUATE FUNDS, AS DETERM NED BY UNI T MANAGE- NENT,
SHALL BE ELIGIBLE FOR A GRATUITY. THI'S GRATUITY SHALL BE PAID ON THE SAME BASI S
OF NEED AS ASCERTAI NED FOR ALL RELEASEES.

(©) RELEASE TO OTHER CUSTODY - | F AN | NMATE | S BEI NG
RELEASED TO A PEACE OFFI CER MERELY TO COMPLY W TH SOVE FORMALI TY OR TECHNI CALI TY
AND | N ALL PROBABI LI TY WLL BE PROWPTLY RELEASED, THE | NVATE SHOULD BE PAID A
GRATUI TY | F OTHERW SE ELI Gl BLE.

(D) GRATU TIES WTHHELD - | F THE GRATUI TY IS TO BE W THHELD
AND | SSUED AT A LATER DATE, |T SHALL BE | SSUED ONLY | N ACCORDANCE W TH
REGULATI ONS PRESCRI BED | N PARAGRAPH "E" OF THI S CHAPTER. ORDI NARILY, CASH
GRATUI TI ES ARE NOT APPROVED FOR AN | NVATE RELEASED TO THE | MM GRATI ON AND
NATURALI ZATI ON SERVI CE FOR DEPORTATI ON, BUT | N SPECI AL CASES, SUCH PAYMENTS MAY
BE MADE ( SEE D. 2. (B) OF THI' S CHAPTER) .

2. PERSONAL FUNDS - ALL I NMATES, UPON RELEASE, ARE ENTI TLED TO
RECEI VE ALL THEI R PERSONAL FUNDS ON DEPCSI T IN THE | NMATE DEPOSI T FUND ACCOUNT.

(A) GENERAL - PAYMENTS TO | NVATES BEI NG RELEASED SHOULD BE
MADE | N ACCORDANCE W TH THE | NSTRUCTI ONS | N THE ACCOUNTI NG MANAGEMENT VANUAL
( CHAPTER 10975). THE UNIT MANAGER SHALL ADVI SE THE ACCOUNTI NG TECHNI CI AN
SUFFI - CI ENTLY | N ADVANCE WHEN A CHECK FOR PART OF THE | NVATE' S FUNDS |'S TO BE
SENT TO THE PROBATI ON OFFI CER TO ARRI VE | NVATE, S FUNDS |'S TO BE SENT TO THE
PROBATI ON OFFI CER TO ARRI VE AHEAD OF THE | NMATE. THE UNIT MANAGER SHALL ALSO
FURNI SH THE RECOMVENDED AMOUNTS FOR GRATUI TI ES TO BE PAID | N CASH SUFFI Cl ENTLY I N
ADVANCE OF RELEASE SO THAT THE BP- 112/ BP- ACCT- 96 FORM MAY BE PREPARED AND
READY FOR S| GNATURE WHEN THE | NMATE |'S DI SCHARGED. THE | NVMATE SYSTEM MANAGEMVENT
OFFI CE SHALL FURNI SH THE ACCOUNTI NG TECHNI CI AN A LI ST OF | NVATES TO BE RELEASED.

(B) DEPORTEES - DEPORTEES MAY BE PAID THE FULL AMOUNT OF
THEI R PERSONAL FUNDS BY THE CASHI ER.  SUCH PAYMENTS SHALL BE SUPPORTED BY A
STATEMENT ON THE VOUCHER | NDI CATI NG THEY ARE DEPORTEES.

THE | MM GRATI ON AND NATURALI ZATI ON SERVI CE
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| S RESPONSI BLE FOR PROVI DI NG ALl ENS RELEASED TO THEI R CUSTODY
TRANSPORTATI ON TO THEI R RESI DENCE. W W LL ENSURE THAT ALI ENS RELEASED TO

| MM GRATI ON AUTHORI TI ES HAVE $10. 00 CASH FOR EMERGENCY EXPENSES. UNDER NO

Cl RCUMSTANCES SHALL AN ALI EN BE G VEN MORE THAN $10. 00 IN GRATUI TY, AND | F THEY
HAVE $10. 00 I N PERSONAL FUNDS, NO GRAVUI TY SHALL BE G VEN. TH'S DOES NOT APPLY
TO ALI ENS SERVI NG 60 DAYS OR LESS | N CONTRACT FACI LI TI ES.

(O | NVATES AWAITING TRIAL - | NMATES AWAI TING OR HELD DURI NG TRI AL AND
RELEASED SUDDENLY NMAY BE PAI D I N CASH REGARDLESS OF THE AMOUNT.

3. EXPENSES ON UNESCORTED TRANSFERS - NOM NAL AMOUNTS MAY BE G VEN TO
| NVATES FOR M SCELLANEQUS EXPENSES FOR UNESCORTED TRIPS TO CCC S AND TRANSFERS
TO OTHER | NSTI TUTI ONS AND SHOULD BE CHARGED TO THE CURRENT YEAR APPROPRI ATI ON.

E. RELEASE TO OTHER CUSTODY. THE FOLLOW NG PROCEDURES SHALL BE FOLLOWED
WHEN | NVATES ARE RELEASED TO OTHER CUSTODY.

1. CAsH GRATUI TY AND TRANSPORTATION - A BP- 379/ BP- REC- 13,
" CERTI FI CATE ENTI TLI NG PRI SONER TO GRATUI - TY", SHALL BE USED TO COVER THE | SSUE
OF CASH GRATUI TY AND TRANSPORTATI ON TO DEFERRED RELEASES.

(A) APPLI CATI ON BEFORE RELEASE FROM OTHER CQUSTQDY - VMAEN APPLI CATI ON,
BP- 379/ BP- REC- 13 FORM FOR CASH GRATUI TY AND TRANSPORTATI ON |'S MADE PRI OR TO
RELEASE FROM OTHER CUSTODY, AND | F THE | NVATE |'S ELI G BLE FOR SUCH GRATUI Tl ES
( MAXI MUM FEDERAL SENTENCE HAS NOT EXPI RED), THE DI SCHARG NG | NSTI TUTI ON SHALL
SECURE A GOVERNMENT CHECK OR DRAFT DRAWN PAYABLE TO THE | NMATE AND TRANSPORTATI ON
TI CKET ( SECURED LOCALLY) WHI CH SHALL BE FORWARDED BY TRANSM TTAL LETTER TO THE
| NVATE | N CARE OF THE LOCAL CUSTQDI AN.

(B) SPECIAL CASES - | N THE CASE OF UNEXPECTED RELEASE FROM OTHER CUSTQDY
AND WHEN I T IS | MPERATI VE THAT THE PRI SONER BE FURNI SHED CASH GRATUI TY AND
TRANSPORTATI ON | MVEDI ATELY, A TELEPHONI C MONEY ORDER SHALL BE USED TO FURNI SH THE
| NMATE W TH GRATUI TY AND TRANSPORTATI ON.

(1) UPON WRI TTEN REQUEST FROM LOCAL OR STATE AUTHORI TIES OR
THE U. S. PROBATI ON OFFI CER, THE | NFORMATI ON SHALL BE VERI FI ED BY | NVATE
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SYSTEMS MANAGEMENT STAFF AND APPROVED BY THE CHI EF EXeEcuTi VE OFFI CER.
THE ACCOUNTI NG TECHNI €I AN CASHI ER, W TH THE APPROVED REQUEST AS AUTHORITY, IS
AUTHORI ZED TO USE | MPREST FUNDS OR DRAFT TO TRANSM T A TELEGRAPH C MONEY ORDER
COVERI NG DRAWN | N FAVOR CF THE | NVATE AND SENT | N CARE OF THE AUTHORI TY MAKI NG
APPLI CATI ON FOR THE | NVATE.

(2) THE APPROVED TELEGRAPHI C REQUEST OR COPY OF THE TELEGRAPHI C MONEY
ORDER SHALL BE USED TO SUPPORT THE EXPENDI TURE.

(3) WHEN THE | NVATE OBTAINS THEI R OAN TRANS- PORTATI ON HOMVE, NO
REI MBURSEMENT | S AUTHO- RI ZED.

F. TRANSFERS FOR RELEASE PURPOSES. WWHEN THE TRANSFER OF AN | NMATE TO
ANOTHER | NSTI TUTI ON | S BEI NG MADE FOR RELEASE PURPOSES, THE TRANSFERRI NG
I NSTI TUTI ON SHALL BEAR THE EXPENSE OF RELEASE, UNLESS THE | NVATE WLL BE IN THE
DI SCHARG NG | NSTI TUTI ON FOR A PERI OD OF 90 DAYS OR MORE. THE TRANSFER
AUTHORI ZATI ON SHALL BEAR THE NOTATI ON " TRANSFER FOR RELEASE PURPCSES. "
ACCOUNTI NG FOR EXPENSES SHALL BE GOVERNED BY THE FOLLOW NG.

1. OrHER EXPENSES - THE TRANSFERRI NG | NSTI TUTI ON SHALL PREPARE A LETTER OF
I NSTRUCTI ON, | N DUPLI CATE, SIGNED BY THE CHI EF EXECUTI VE OFFI CER, WHI CH SHALL
BE PLACED I N THE | NVATE' S TRANSFER FOLDER AND SHALL | NCLUDE THE FOLLOW NG
| NFORMATI ON:

(A)  AMOUNT OF GRATUI TY TO BE PAID.
(B) AMOUNT OF PERSONAL FUNDS | N THE | NVATE' S ACCOUNT.

(C© RELEASE DESTI NATI ON AND AUTHORI ZATI ON TO PROVI DE TRANSPORTATI ON TO
SUCH DESTI NATI ON.

BASED ON THI S | NFORVATI ON, THE TRANSFERRI NG | NSTI TUTI ON SHALL TRANSM T
THE | NMATE' S PERSONAL FUNDS TO THE DI SCHARG NG | NSTI TUTI ON BY |1 SSUI NG A U. S.
TREASURY CHECK OR DRAFT, OR BY USI NG THE ON- LI NE PAYMENT AND COLLECTI ON SYSTEM
( OPAC) .

| N THE EVENT THE DI SCHARG NG | NSTI TUTI ON DOES NOT RECElI VE THE PERSONAL
FUNDS OF THE | NVATE FROM THE TRANSFERRI NG | NSTI TUTI ON, THE DI S- CHARG NG
| NSTI TUTI ON SHALL FURNI SH THE PER- SONAL FUNDS OF THE | NVATE. A COPY OF THE
LETTER OF | NSTRUCTI ONS W LL BE CONSI DERED SUFFI Cl ENT BASI S FOR POSTI NG THE
W THDRAWAL
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TO THE | NMATE' S ACCOUNT, RESULTING IN A " NEGATI VE' BALANCE UNTIL THE
FUNDS ARE RECEI VED. A COPY OF THE LETTER SHALL BE KEPT IN A SECURE FILE IN THE
OFFI CE OF FI NANCI AL IVANAGEMVENT.

2. REFUND TRANSACTI ON. UsI NG OPAC, THE DI SCHARG NG | NSTI - TUTI ON
SHALL BILL THE TRANSFERRI NG | NSTI TUTI ON FOR THE COST OF TRANSPCORTATI ON AND THE
GRATUI TY.

* 3. TRANSFER TO OTHER | NSTI TUTI ONS FOR RELEASE PURPOSES. VAHEN A

PRI SONER | S TRANSFERRED TO AN | NSTI TUTI ON OUTSI DE THE BUREAU, THE ABOVE
PROCEDURE |'S NOT APPLI CABLE. | NSTEAD, A CHECK OR DRAFT SHOULD BE SECURED I N
ADVANCE AND FORWARDED TO THE | NSTI TUTI ON FOR DELI VERY TO THE | NMATE AT THE TI ME
OF RELEASE. CHECKS ALWAYS MUST BE | SSUED | N ACCORDANCE W TH CHAPTER 10975,
PARAGRAPH E (2). THE TRANSPORTATI ON TI CKET, AS APPLI CABLE, SHOULD BE HANDLED
I N THE SAVE MANNER.

G TRANSFER TO D. C. DeEPARTMENT OF CORRECTIONS. FUNDS FOR | NVATES
DESI GNATED FOR RETURN TO THE D. C. DEPARTMENT OF CORRECTI ONS SHALL BE FORWARDED
VIA U. S. TREASURY CHECK TO:

| NTERSTATE CORRECTI ONS COMPACTS COORDI NATOR
D. C. DEPARTMENT OF CORRECTI ONS
1923 VERVONT AVENUE, N. W
WAsH NGTON, D. C. 20001

THE CHECK SHALL BE MAI LED TO THE ATTENTI ON OF THE | NCUMBENT | NTERSTATE
CORRECTI ONS COVPACTS COORDI NATOR.  EACH I NSTI TUTI ON W LL BE NOTI FI ED OF THE
| NCUMBENT' S NAME EACH TI ME THERE | S A CHANGE.

*

H. UNEXPECTED RELEASE. PROCEDURES SHALL BE ESTABLI SHED AT EACH
FACI LI TY TO ENSURE PROVPT COVPLI ANCE W TH RELEASE ORDERS RECEI VED AFTER NORVAL
BUSI NESS HOURS. AN | NSTI TUTI ON SUPPLEMENT SHALL BE PUBLI SHED LOCALLY DETAI LI NG
THE RETURN TO DUTY COF ESSENTI AL STAFF WHO CAN MAKE TRANSPORTATI ON ARRANGEMENTS
AND PROVI DE FOR FUNDS FOR | NMATES BEI NG RELEASED AT THE DI RECTI ON OF THE COURTS
AFTER NORMAL BUSI NESS HOURS.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT
CHAPTER 11100 - FI NANCI AL REPORTI NG

CHAPTER 11100 - Score

A.

PURPOSE. THE PURPOSE OF THE CHAPTER IN THE 11100 SERIES IS TO PRESENT
THE PROCESS OF FI NANCI AL REPORTI NG | N THE BUREAU OF PRI SONS.

| MPORTANCE OF FI NANCI AL REPORT TO MANAGEMENT

FI NANCI AL REPORTS ARE THE FI NAL PRODUCTS OF AN ACCOUNTI NG SYSTEM, AND ARE
THE MEANS OF COMMUNI CATI NG AND PROVI DI NG FI NANCI AL | NFORMATI ON TO
MANAGEMENT SO THAT DECI SI ONS CAN BE MADE TO ATTAI N THE MOST EFFI ClI ENT,
EFFECTI VE, AND ECONOM CAL OPERATI ONS.

FI NANCI AL REPORTS PROVI DE A MEANS OF COVMUNI CATI ON BETWEEN THE DI FFERENT
LEVELS OF MANAGEMENT, AND ADD TO THE FEASI BI LI TY OF DELEGATI NG MANAGEMENT
FUNCTI ONS TO SMALL OPERATI NG UNI TS THROUGHOUT THE ORGANI ZATI ONAL
STRUCTURE. THI'S I'S ACCOVPLI SHED BY PROVI DI NG A CONVENI ENT BASI S FOR

SETTI NG PREDETERM NED STANDARDS AND A READY MEANS OF MEASURI NG PERFORMANCE
IN TERVS OF VARI ANCES FROM THE ESTABLI SHED STANDARDS.

FI NANCI AL REPORTS FACI LI TATE A REVI EW OF PROGRESS AND | NDI CATE EFFI Cl ENCY
OR | NEFFI CI ENCY.  COST CENTER MANAGERS ARE THE FI RST LI NE SUPERVI SOR WHO
DI RECT PERFORVMANCE. | T IS AT THI S LEVEL WHERE CONTROLS COMMENCE AND WHERE
FUNDS ARE ACTUALLY SPENT AND WHERE COST SAVI NGS CAN BE MADE. THESE
SUPERVI SORS THROUGH THE USE OF FI NANCI AL REPCORTS, CAN SUGGEST HOW AN
OPERATI ON SHOULD BE PERFCRMED, HOW COSTS CAN BE REDUCED AND HOW

PRODUCTI VI TY CAN BE | NCREASED. THESE SUPERVI SORS CARRY OQUT THE POLI Cl ES
OF THE BUREAU.

AN ACCOUNTI NG SYSTEM MAY BE WELL DESI GNED CAREFULLY OPERATED, AND

FI NANCI AL REPORTS NMAY BE BEAUTI FULLY PRESENTED, BUT THE SYSTEM IS OF NO
USE UNLESS I T RESULTS I N ACTI ON BY MANAGERS. FI NANCI AL REPORTS ARE A
RECORD OF THE DEGREE TO WH CH SUPER- VI SORY FUNCTI ONS ARE BEI NG CARRI ED
QUT.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 11100 - FI NANCI AL REPORTI NG

CHAPTER 11105 - BASI C CONCEPTS AND UNDERLYI NG FUNDAMENTALS

A. PURPCSE. THE PURPOSE OF CHAPTER 11105 IS TO PRESENT THE BASI C CONCEPTS
AND THE UNDERLYI NG FUNDAMENTALS OF THE FI NANCI AL REPORTI NG PROCESS | N THE BUREAU
OF PRI SONS.

B. BASIC CONCEPT. THE RESPONSI BI LI TY CONCEPT IS FOLLOWED | N THE PREPARATI ON
AND | SSUANCE OF FI NANCI AL REPORTS FOR | NTERNAL MANAGEMENT.  UNDER THI'S CONCEPT
THE REPORTI NG STRUCTURE CONFORMS TO ASSI GNVENTS OF MANAGEMENT RESPONSI BI LI Tl ES.

UNDER THE RESPONSI BI LI TY CONCEPT, THE DECENTRALI ZED STRUCTURE OF REPORTING IS
APPLI ED. REPORTS ARE DESI GNED TO PROVI DE FOR THE ACCUMULATI ON OF ESSENTI AL COST
AND FI NANCI AL | NFORVATI ON TO SATI SFY THE NEEDS OF THE MANAGEMENT LEVEL WHERE THE
| NFORVATI ON IS USED. THE AMOUNT OF DETAIL |'S CONDENSED AND SUMMARI ZED AT EACH
SUCCESSI VELY H GHER LEVEL OF MANAGEMENT.

C. SUPPORT OF FINANCI AL REPORT | NFORMATION.  THE OFFI CI AL ACCOUNTS OF RECORD
ARE THE SOURCE FOR ALL FI NANCI AL | NFORVATI ON USED | N PREPARI NG EXTERNAL AND
| NTERNAL FI NANCI AL REPCRTS.

D. FUNDAMENTALS OF REPORTING.  FINANCI AL REPORTS ARE NEEDED TO PROVPTLY AND
CLEARLY DI SCLOSE SI GNI FI CANT FI NANCI AL FACTS ABOUT OPERATI ONS AND ACTI VI TI ES

W THI N THE BUREAU OF PRI SONS. THE FI NANCI AL REPORTI NG STRUCTURE | S BASED UPON
CERTAI N FUNDAMENTALS I N CRDER TO ESTABLI SH AND MAI NTAIN A USEFUL REPORTI NG SYSTEM
THAT HAS | NTEGRI TY AND RELI ABI LI TY. PRESENTED BELOW ARE THE FUNDANMENTALS UPON
VWH CH THE REPORTI NG SYSTEM | S BASED:

1. ACCURACY. THE I NFORVATI ON PRESENTED | N REPORTS MUST BE AS ACCURATE AS
POSSI BLE. ALL DATA ENTERED | NTO THE COVPUTERI ZED SYSTEM ULTI MATELY APPEARS I N,
OR I N SOVE WAY, DETERM NES, THE | NFORMATI ON THAT |'S PRESENTED | N FI NANCI AL
REPORTS.  ACCORDI NGLY, EXTREME CARE MJUST BE EXERCI SED OVER ALL DATA.

2. TIMELINESS. ALL NEEDED REPORTS MJUST BE | SSUED PROMPTLY TO BE OF MAXI MUM
USEFULNESS. EFFORTS MUST BE MADE TO ENTER ALL DATA | NTO THE COVPUTERI ZED SYSTEM
W THOUT DELAY.

3. STANDARDI ZATION.  TO THE EXTENT PCSSI BLE, REPORTS OF THE
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BUREAU OF PRI SONS MUST BE STANDARDI ZED W TH RESPECT TO REPORT DESI GN AND FORVAT.
STANDARDI ZATI ON LEADS TO A COMMON | NTERPRETATI ON AND UNDERSTANDI NG OF THE

| NFORMATI ON PRESENTED.

4. CLEARLY AND SIMPLY STATED. | N ORDER FOR REPORTS TO BE OF MAXI MUM USE,
EFFORTS MJUST BE MADE TO PRESENT | NFORMATI ON CLEARLY IN A SIMPLE FORMAT. REPORTS
SHOULD BE EXPRESSED | N LANGUAGE AND | N TERMS READI LY UNDERSTOOD BY EVERYONE.

H GHLY TECHNI CAL LANGUAGE AND COMVPLI CATED OR M SLEADI NG STATEMENTS MUST BE

AVO DED. ALL ESSENTI AL FACTS AND THE MESSAGE OF THE REPORT SHOULD STAND OUT AND

BE EXPLI CI TLY CLEAR.
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CHAPTER 11110 - MANAGEMENT FUNCTI ONS

A. PURPCSE. THE PURPOSE OF CHAPTER 11110 IS TO PRESENT THE MANAGEMENT
FUNCTI ONS THAT RELATE TO CONTROL OF THE REPORTI NG PROCESS.

B. (ENERAL. THERE SOVETIME IS A TENDENCY TO PRODUCE AND | SSUE REPORTS THAT
ARE NO LONGER USEFUL OR OF RELATIVELY LITTLE BENEFIT I N RELATION TO THE COSTS OF
PROVI DI NG THE REPORTS. THEREFORE, |T |'S NECESSARY TO CONTROL THE PRODUCTI ON OF
REPORTS.

C. MANAGEMENT CONTROL. THE PREPARATI ON AND DI STRI BUTI ON OF REPORTS THAT ARE
UNNECESSARY OR NOT USEFUL MJUST BE AVO DED BECAUSE TH S CAUSES THE WASTEFUL
EXPENDI TURE OF PUBLI C FUNDS.

THE ACCOUNTI NG OPERATI ONS SECTI ON OF THE OFFI CE OF FI NANCI AL
MANAGEMENT |'S DESI GNATED AS THE ORGANI ZATI ONAL UNIT WHICH IS TO REVI EW THE
FI NANCI AL REPORTI NG POLI CI ES AND PRACTI CES OF THE BUREAU OF PRI SONS TO ENSURE
THAT CHANGES | CORGANI ZATI ON, PROGRAMS OR ACTI VI TIES, AND ASSI GNMENTS OF
RESPONSI Bl LI TY ARE REFLECTED | N THE REPORTI NG PROCESS.

SURVEYS OF THE REPORT S| TUATI ON ARE TO BE MADE AT LEAST ONCE A YEAR TO!

1. REVIEWW TH MANAGERS THE FI NANCI AL REPORTS THAT ARE BEI NG DI STRI BUTED TO
DETERM NE | F THE PARTI CULAR REPORTS ARE STILL NECESSARY AND USEFUL. REVI EW THE
REPORTS FOR PRESENTATI ON AND ADDI TI ONAL | NFORVA- TI ON.

2. REVIEW THE REPORTI NG OBJECTI VES AND ANALYZE THE REPORTS | N ORDER TO
RECOMMEND BETTER WAYS OF PRESENTI NG THE | NFORMATI ON. W TH REGARD TO FI NANCI AL
REPORTI NG, THE ACCOUNTI NG OPERATI ONS SECTI ON OF THE OFFI CE OF FI NANCI AL
MANAGEMENT |'S TO CROSS- REFERENCE AND RECONCI LE ALL REPORTS TO ENSURE THAT THE
| NFORVATI ON |'S CORRECT.  THE | NFORVATI ON PRESENTED | N FI NANCI AL REPORTS MUST BE
ANALYZED AND VERI FI ED THE EXTENT POSSI BLE TO ENSURE THE NECESSARY VALI DI TY AND
I NTEGRI TY PRI OR TO DI STRI BUTI ON TO | NTERNAL MANAGEMENT AND EXTERNAL AUTHCRI TI ES.
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ALSO, THE ACCOUNTI NG OPERATI ONS SECTION IS TO REVI EW COVPARE, RECONCI LE AND
I NI TI ATE CORRECTI VE ACTI ON W TH RESPECT TO ANY ERRORS OR | RREGULARI TI ES W TH
REGARD TO | NFORVATI ON ENTERED | NTO THE COMPUTERI ZED SYSTEM BY ANY | NSTI TUTI ON CF
THE BUREAU.

THE OBJECTI VE OF MANAGEMENT CONTROL OVER FI NANCI AL REPORTING |'S TO PREVENT THE
| SSUANCE OF A MASS OF REPORTS THAT DO NOT SERVE A USEFUL PURPOSE. TO THI'S END,
ANY REQUESTS FOR NEW REPORTS MUST BE SUBM TTED I N WRI TING TO THE CHI EF, OFFI CE
OF FINANCI AL MANAGEMENT.  EACH REQUEST MUST BE SUPPORTED BY THE REASONS G VI NG
RI SE TO THE NEED AND THE PURPOSE THAT THE NEW | NFORMATI ON | S DESI GNED TO MEET.
THE ACCOUNTI NG OPERATI ONS SECTION |'S TO DETERM NE | F A REPORT ALREADY BEI NG
PRCDUCED CAN BE MODI FI ED TO SATI SFY THE NEED.
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CHAPTER 11100 - FI NANCI AL REPORTI NG

CHAPTER 11120 - COST REPORTI NG

A PURPOSE. THE PURPOSE OF CHAPTER 11120 IS TO PRESENT THE FUNDAMENTALS OF
COST REPORTI NG.

B. NATURE AND | MPORTANCE OF COST | NFORMATI ON.  THE TERM " COST" REFERS TO THE
FI NANCI AL MEASURE OF RESOURCES CONSUMED | N ACCOVPLI SHI NG A SPECI FI ED PURPCSE,
SUCH AS PERFORM NG A SERVI CE, CARRYI NG QUT AN ACTIVITY, OR COVPLETING A UNIT CF
WORK OR A SPECI FI C PROJECT. COST | NFORMATI ON PROVI DES A COVMON FI NANCI AL BASE
FOR THE MEASUREMENT AND EVALUATI ON OF EFFI Cl ENCY AND ECONOWY | N TERMS OF
RESOURCES USED | N PERFOR- MANCES.

C. USE OF COST | NFORMATI ON FOR CONTROL PURPOSES.  THE AVAI LABI LI TY OF

RELI ABLE COST | NFORVATI ON, PARTI CULARLY WHEN RELATED TO ASSI GNMENTS OF MANAGEMENT
RESPONSI BI LI TY, IS OF GREAT VALUE | N PROMOTI NG | N RESPONSI BLE OFFI Cl ALS AND
EMPLOYEES DESI RABLE ATTI TUDES OF COST CONSClI QUSNESS WHI CH ARE SO | MPORTANT TO
CONDUCTI NG OPERATI ONS ECONOM CALLY.

THE COST CENTER MANAGER SHOULD CONCEI VE OF EVERY EXPENDI TURE AS A COST OF SOVE
ESSENTI AL, PLANNED ACTIVITY. COST ALLOWN THE MEASUREMENT OF PERFORMANCE AND
DESERVE THE UNREM TTI NG ATTENTI ON OF MANAGEMENT COFFI CI ALS.

THE COST CENTER MANAGER OR SUPERVI SOR | N CHARGE OF EACH ACTIVITY IS MADE
RESPONSI BLE (W THIN LIM TS FI XED BY H GHER AUTHORI TY) FOR CONTROLLABLE COSTS TO
BE | NCURRED BECAUSE OF THAT ACTIVITY. UNDER TH S PROCEDURE, COST CAN, |IN MOST
| NSTANCES, BE RELATED TO | NDI VI DUAL DECI SI ONS.

THI S PROCEDURE REQUI RES THE DEVELOPMENT AND APPROVAL OF A CAREFULLY DEVI SED
FI NANCI AL PLAN BASED ON THE ESTI MATED COST OF THE OBJECTI VES TO BE ACCOWPLI SHED.
UNDER SUCH A PLAN, APPROPRI ATE CONTROL DEVI SES FI TTED TO THE PARTI CULAR
UNDERTAKI NG ( SUCH AS APPROVED RATES OF EXPENDI TURES AND CONTROL OVER S| ZE COF
STAFF) CAN BE DEVELOPED. CURRENT ADJUSTMENTS, PERFORMANCE CAN BE EVALUATED | N
TERMS OF ACCOVPLI SHVENTS FROM PERI OD TO PERI OD.  SUCCESSFUL FI NANCI AL CONTROL
REQUI RES CLEARLY DEFI NED AUTHORI ZATI ONS AND LI M TA- TI ONS UNDER WHI CH RESPONSI BLE
PERSONS CAN BE HELD ACCOUNTABLE.

EFFI CI ENT USE OF RESOURCES | S A MANAGEMENT RESPONSI BI LI TY. THE USE OF COST
I NFORMATI ON TO ACH EVE THI' S OBJECTI VE PLACES PCSI TI VE EMPHASI S ON THE RECEI PT OF
VALUE FOR RESOURCES USED.
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| N TURN, THI'S EMPHASI S RESULTS I N G VI NG GREATER PROM NENCE TO COST ASPECTS I N
THE PLANNI NG OF OPERATI ONS AS OPPOSED TO PLAC- | NG EXCLUSI VE EMPHASI S ON NOT
EXCEEDI NG BUDGETARY AUTHORI - ZATI ONS W TH A RESULTI NG LACK OF EMPHASI S ON VALUE
RECEI VED.

GENERAL REQUI REMENT FOR COST REPORTS

BECAUSE OF THE | MPORTANCE OF COST | NFORMATI ON TO GOOD MANAGEMENT, THE
ACCOUNTI NG SYSTEM OF THE BUREAU OF PRI SONS HAS BEEN DESI GNED TO PRODUCE
APPROPRI ATE | NFORMATI ON ON THE COST OF CARRYI NG OUT OPERATI ONS.

ACCOUNTI NG FOR COSTS.

COST ACCOUNTI NG |'S THAT PART OF AN ACCOUNTI NG SYSTEM DEVI SED TO SYSTEMATI CALLY
MEASURE AND ASSEMBLE ALL SI GNI FI CANT ELEMENTS OF COSTS | NCURRED | N ACCOVPLI SHI NG
A SPECI FI C PURPOSE, CARRYI NG ON AN ACTIVITY OR OPERATI ON, OR COWPLETING A UNI'T
OF WORK OR A SPECI FI C JOB.

ADEQUATE COST ACCOUNTI NG | S REQUI RED WHERE FULL RECOVERY OF COST FROM CUSTOMERS
OR USERS OF SERVICES IS A STATUTCORY RE- QUI REMENT.

COST | NFORMATI ON | N THE BUREAU OF PRI SONS |'S DEVELOPED BY BUDGET ACTI VI Tl ES,
DECI SION UNI TS, COST CENTERS, PMS' S ( FUNCTI ONS UNDER THE PERFORMANCE
MEASUREMENT SYSTEM) AND PRQIECTS FOR EACH | NSTI TUTI ON OR ALLOTTEE AND |'S USED I N
CONTRCLLI NG COSTS AND | N EVALUATI NG THE COST OF PERFORMANCE BY RESPONSI BLE
OFFI CI ALS. THE COST | NFORMATI ON | S OBTAI NED FROM THE ACCOUNTS OF RECORD.

ALSO, COST ACCOUNTI NG | NFORMATION |'S TO | NCLUDE AND TO BE USED | N CONJUNCTI ON
W TH QUANTI TY DATA RELATI NG TO OUTPUT SO AS TO MAKE | T PCSSI BLE TO COVPARE COSTS
OF ACCOWPLI SHVENTS AND TO DI SCLOSE " UNI'T COST" | NFORMATI ON.  SUCH | NFORMATI ON
CAN BE OF GREAT VALUE I N SETTI NG PERFORVMANCE STANDARDS AND MANAG NG CURRENT
PERFORNVANCE.

CosT CLASSI FI CATI ON

THE ACCOUNTI NG SYSTEM OF THE BUREAU CLASSI FI ES COSTS ACCORD- | NG TO THE (1)
ACQUI SI TI ON OF ASSETS AND (2) CURRENT EXPENSES. | N ADDI TI ON TO MEETI NG THI S
REQUI REMENT AND SATI SFYI NG THE NEED FOR ACCUMULATI NG COSTS BY AREAS OF MANAGEMENT
RESPONSI BI LI TY, BUDGET ACTIVITIES, DECISION UNIT, PMS'S AND PRQJIECTS, THE
ACCOUNTI NG SYSTEM PROVI DES CLASSI FI CATI ONS ACCORDI NG TO THE KI NDS OF COSTS
I NCURRED, SUCH AS LABOR, MATERI ALS, AND CONTRACTOR.

THE LATTER CLASSI FI CATI ONS ARE DETERM NED | N ACCORDANCE W TH | NTERNAL
MANAGEMENT NEEDS AND MAY VARY ACCCORDI NG TO THE TYPE OF PROGRAM PRQJECT, OR
ACTI VI TY BEI NG CONDUCTED. THE AMOUNT OF DETAI L DEPENDS UPON WHAT | S NECESSARY
FOR PLANNI NG, CONTROLLI NG, AND APPRAI SI NG THE EFFI Cl ENCY OF OPERATIONS. THE
DEVELOPMENT OF SUCH DATA, HOWEVER, ALSO RECCOGNI ZES THE NEED FOR PROVI DI NG
ACCOUNTI NG SUPPORT FOR THE ANALYSES BY OBJECT CLASSI FI CATI ON THAT ARE REQUI RED I N
THE BUDGET PROCESS.

COST ARE TO BE RELATED TO THE NUMBER OF | NVATES SO AS TO SHOW THE COST PER
I NMATE DAY FOR EACH | NSTI TUTI ON, AND FOR EACH PROGRAM ACTIVITY, OR SUB- D VI SI ON
OF PROGRAMS OR ACTI VI Tl ES.
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PROGRAM STATEMENT 2000. 2 - ACCOUNTI NG MANAGEMENT MANUAL
CHAPTER 11000 - FI NANCI AL REPORTI NG

CHAPTER 11125 - EXTERNAL FI NANCI AL REPORTS

A PURPOSE. THE PURPOSE OF CHAPTER 11125 IS TO PRESENT THE FI NANCI AL
REPORTS THAT ARE PREPARED BY THE BUREAU OF PRI SONS AND SUBM TTED TO OTHER
FEDERAL DEPARTMENTS OR AGENCI ES. | NFORVATI ON PRESENTED | N THE REPORTS IS
OBTAI NED FROM THE OFFI Cl AL ACCOUNTS OF RECORD.

B. FOLLOWNG IS A LISTING OF FI NANCI AL REPORTS PROVI DED BY THE BUREAU S OFFI CE
OF FI NANCI AL MBANAGEMENT, ACCOUNTI NG OPERATI ONS, TO THE DEPARTMENT OF TREASURY.

STANDARD FOR

REPORT NUMBER REPORT TI TLE FREQUENCY
SF 220 STATEMENT OF FI NANCI AL CONDI TI ON ANNUALLY
SF 221 STATEMENT OF | NCOVE AND RETAI NED
EARNI NGS ANNUALLY
SF 2108 YEAR- END CLOSI NG STATEMENT ANNUALLY
SF 225 REPORT ON OBLI GATI ONS MONTHLY

C. FOLLONNG IS A LISTING OF FI NANCI AL REPORTS PROVI DED TO OTHER FEDERAL
DEPARTMENTS.  THE LI STI NG SHOAS THE STANDARD FORM NUMBER OF EACH REPORT, THE
REPORT TI TLE, THE FEDERAL DEPARTMENT TO WH CH THE REPORT | S SUBM TTED, AND THE
FREQUENCY.

STANDARD FORM

REPORT NUMBER REPORT TI TLE SUBM TTED TO FREQUENCY
SF-132 APPORTI ONVENT AND REAPPOR- OFF oF Mawr &
TI ONVENT BupGET
MONTHLY
SF- 133 REPORT ON BUDGET EXECUTI ON OFF oF Mawr &
TO DQAJ BupGET
MONTHLY
SF-1151 NONEXPENDI TURE TRANSFER DEPARTMENT OF
AUTHORI ZATI ON TREASURY

MONTHLY
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CHAPTER 11000 - FI NANCI AL REPORTI NG

CHAPTER 11130 - RETENTI ON SCHEDULE FOR ACCOUNTI NG RECORDS

A.

PURPOSE. THE PURPOSE OF CHAPTER 11130 1S TO PRESCRI BE CONSI STENT BUREAU

OF PRI SONS POLI CY CONCERNI NG THE RETENTI ON AND DI SPOSI TI ON OF ACCOUNTI NG

RECORDS. FOR PURPOSES OF THI' S POLI CY, RECORDS SHALL | NCLUDE ALL PAPERS OR
DOCUMENTS RELATI NG TO | NTERNAL MANAGEMENT NEEDS AND FI NANCI AL REPORTS REQUI RED BY
THE DEPARTMENT OF JUSTI CE AND EXTERNAL AGENCI ES.

B.

RETENTI ON PERIOD. THE FOLLOW NG RECORDS RETENTI ON SCHEDULE ( APPENDI X A)
HAS BEEN DEVELOPED UNDER THE AUTHORI TY OF FPMR 101-11.4. | N CASES
WHERE RECORDS WERE NOT SPECI FI CALLY | DENTIFIED TO FPMR 101-11. 4, THE
RETENTI ON PERI OD HAS BEEN ESTABLI SHED TO MEET THE NEEDS OF | NTERNAL
MANAGEMENT AND TO PROVI DE SUFFI Cl ENT DATA TO ASSI ST AND EXPEDI TE THE

| NTERNAL AUDI T PROCESS. THE ORI G NATOR OF RECORDS MAI NTAI NED AT THE

I NSTI TUTI ON, REG ON AND CENTRAL OFFI CE LEVELS |'S THE OFFI CE OF RECORD FOR
RETENTI ON AND DI SPOSI TION.  DUPLI CATE COPI ES OF ACCOUNTI NG RECORDS

MAI NTAI NED AT THE REG ON OR CENTRAL OFFI CE LEVELS WLL BE DI SPOSED OF AT
THE DI SCRETI ON OF THAT PARTI CULAR COFFI CE.

METHOD OF D1 SPOSAL. THE NATI ONAL ARCHI VES AND RECORDS SERVI CE HANDBOOK
(T TLED FEDERAL RECORDS CENTERS AND AVAI LABLE FROM GSA STORES) OUTLI NES
THE PROCEDURES FOR TRANSFERRI NG RECORDS TO THE NATI ONAL ARCHI VES RECORDS
CENTER. | F THE RECORDS ARE SOLD AS WASTE PAPER THE PRECEEDS SHALL BE
DEPOSI TED TO THE APPROPRI ATE M SCELLANEQUS RECEI PTS ACCOUNT.
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RETENTI ON SCHEDULE

ACCOUNTI NG FORMS AND RECORDS

TITLE OF FORVB

1)  STOREHOUSE REQUI SI TI ONS
(AF-1)

2) REPORTS OF SURVEY ( ACCOUNT-
I NG CoPY)

3) PAYROLL (ACCOUNTI NG STATI ON
PosTI NG MeDIE A ASPM  S)

4)  STANDARD FORM 224 ( ATTACH
WORKSHEETS, AND
DI FFERENCES)

5)  CERTIFI CATE OF DEPCSI TS
( AccounTi NG Cory)

6) | NTERNAL AUDI TS

7) M SCELLANEOUS OBLI GATI ON
RECORDS AND ALL SUPPORTI NG
DOCUMENTS ( PURCHASE ORDERS
AND RECEI VI NG REPORTS)

DI SPOSAL | NSTRUCTI ON

RETAIN 2 YEARS AFTER THE
END OF FI SCAL YEAR AND

YEAR AND DESTROY AT END OF
RETENTI ON PERI CD.

RETAIN 2 YEARS AFTER THE
END OF FI SCAL YEAR AND
DESTROY AT END OF RETENT-
| ON PERI OD.

RETAIN 1 YEAR AFTER THE END
OF FI SCAL YEAR AND DESTROY
AT END OF RETENTI ON PERI OD.

RETAIN 2 YEARS AFTER THE MENTS,

END OF FI SCAL YEAR. AT THE STATEMENT OF
END OF RETENTI ON PERI CD RE-

TIRE TO FARC. ( FEDERAL
ARCHI VES RECORDS CENTER
(FARC) WLL DESTROY IN
ACCORDANCE WTH GAQ. ) FILE
CHRONOLOGI CALLY.

RETAIN 3 YEARS AFTER THE
END OF FI SCAL YEAR AND DE-
STROY AT END OF RETENTI ON
PERI OD.

RETAIN 2 YEARS AFTER THE
END OF THE FI SCAL YEAR AND
DESTROY AT END OF RETENTI ON
PERI OD.

RETAIN 2 YEARS AFTER THE
END OF FI SCAL YEAR. AT
THE END OF RETENTI ON PERI OD
RETIRE TO FARC. (FARC wLL
DESTROY | N ACCORDANCE W TH
GAQ.) FILE CHRONOLOG C-
ALLY.
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8) PosTING MEDI A CONTROL RETAIN 3 YEARS AFTER THE
SHEETS ( TRANSACTI ON END OF FI SCAL YEAR AND
SHEETS MANUAL OR COMPUTER) DESTROY AT END OF RETENTI ON

PERI OD.
9)  JOURNAL VOUCHERS RETAIN 2 YEARS AFTER THE

END OF FI SCAL YEAR. AFTER
THE END OF RETENTI ON PERI OD
RETIRE TO FARC. (FARC wLL
DESTROY | N ACCORDANCE W TH
GAQ.) FILE CHRONOLOG C-

ALLY.
10) VOUCHERS AND SCHEDULES RETAIN 2 YEARS AFTER THE
AND ALL ATTACHVENTS END OF FISCAL YEAR. AT

THE END OF RETENTI ON PERI OD
RETIRE TO FARC. (FARC wLL
DESTROY | N ACCORDANCE W TH
GAQ. ) FILE CHRONOLOG C-

ALLY.
11) ACCOWPLI SHED SCHEDULES OF RETAIN 2 YEARS AFTER THE
PAYMENTS ( SF- 1166, SF-1167A, END OF FISCAL YEAR. AT
SF 1081, GSA 789) THE END OF RETENTI ON PERI 0D

RETIRE TO FARC. (FARC wLL
DESTROY | N ACCORDANCE W TH
GAQ. ) FILE CHRONOLOG C-

ALLY.
12) DONATED RECEI VI NG REPORTS RETAIN 2 YEARS AFTER THE
( ACCOUNTI NG COPY) END OF FI SCAL YEAR AND DE-
STROY AT END OF RETENTI ON
PERI OD.
13) VAR QUS ACCOUNTI NG LoGs RETAIN 2 YEARS AFTER THE
( PURCHASE ORDER, RECEI VING END OF THE FI SCAL YEAR. AT
REPORT, VOUCHER, BATCH THE END OF RETENTI ON PERI OD
CONTROL, ACCOUNTS RECEI VABLE) RETIRE TO FARC. (FARC wLL

DESTROY | N ACCORDANCE W TH
GAQ.) FILE CHRONOLOG CALLY.

14)  ACCOUNTI NG COPI ES OF VARI QUS RETAIN 3 YEARS AFTER THE
Bl LLI NGS ( STATE PRI SONER, END OF FI SCAL YEAR AND
FEDERAL PRI SON | NDUSTRI ES, ETC.) DESTROY AT END OF RETENTI ON
PERI OD.
15) ACCOUNTI NG PROOF CHECKS AND RETAIN 2 YEARS AFTER THE

SUPPORTI NG DOCUMENTS AND TAPES. END OF FI SCAL YEAR AND



DEPRECI ATI ON WORKSHEETS
( MANUAL AND SYCOR (GENERATED)

ALLOTMVENT ADVI CES

BUDGET FORM 3

FI NANCI AL IVANAGEMENT SYSTEM

REPORTS

(B) ALLOTMENT LEDGER PAPER:

100. 45, 49, 50 (O\LY MONTH-

END REPORTS ARE TO BE RE-
TAINED) M CRO FI CHE:

100. 40, 41, 42, 43, 44,
46, 47

(c) GENERAL LEDGER AND SUPPORT-
REPORTS

PaPER:  100. 37, 63, 64, 65,
66, 86, 87, 88, 89

M croFl cHE:  100. 51, 60,
62, 63

(D) CosT LEDGERS
M croFl cHE (100. 70, 71,
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DESTROY AT END OF RETENTI ON
PERI OD.

RETAIN 3 YEARS AFTER THE

END OF FI SCAL YEAR AND DE-
STROY AT END OF RETENTI ON
PERI OD.

RETAIN 3 YEARS AFTER THE
END OF FI SCAL YEAR AND
DESTROY AT END OF RETENTI ON
PERI OD.

RETAIN 3 YEARS AFTER THE
END OF FI SCAL YEAR AND
DESTROY AT END OF RETENTI ON
PERI OD.

RETAIN 3 YEARS AFTER THE
END OF FISCAL YEAR AND (A)

Dal LY BATCH CONTROL RECORDS DESTROY AT END OF RETENTI ON
(100. 24, 26, 27, 35, 36)

PERI OD.

RETAIN ALL PAPER COPIES 2
YEARS AFTER THE END OF
FI SCAL YEAR. AT THE END
OF RETENTI ON PERI OD RETI RE
TO FARC. (FARC wLL DE-
STROY | N ACCORDANCE W TH
GAQO. ) FILE CHRONOLOG CALLY
RETAIN ALL M CROFI CHE
COPIES 10 YEARS AFTER END
OF FI SCAL YEAR AND DESTROY
AT END OF RETENTI ON PERI OD.

RETAIN ALL PAPER COPIES 2
YEARS AFTER THE END OF
FI SCAL YEAR. AT THE END
OF RETENTI ON PERI OD RETI RE
TO FARC. (FARC wLL DE-
STROY | N ACCORDANCE W TH
GAO) FILE CHRONOLOG CALLY
RETAIN ALL M CROFI CHE
COPIES 10 YEARS AFTER END
OF FI SCAL YEAR AND DESTROY
AT END OF RETENTI ON PERI OD.

RETAIN 10 YEARS AFTER THE
END OF FI SCAL YEAR AND DE-
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72, 73, 74, 75, 76) STROY AT END OF RETENTI ON
PERI OD.
20) VAR QUS CASHI ER REPORTS RETAIN 2 YEARS AFTER THE R
DOCUVENTS.  ( CASH END OF FI SCAL YEAR AND DE-
RECEI PT Book, CorY oF STROY AT END OF RETENTI ON
REPLENI SHVENT VOUCHER, PERI OD.

CASH ER' S CcoPY OF 1166,
1167A, 1081, 789;
CORRESPONDENCE TO VENDCRS;
REG STER OF COLLECTI ONS)

21) UseD MEAL TiICKETS DESTROY UPON RECEI PT OF THE
USED MEAL TI CKETS.
22) Copy OF GOVERNMENT TRANS- RETAIN 3 YEARS AFTER THE
PORTATI ON REQUEST AND END OF FI SCAL YEAR AND DE- CASHI ER COPY
oF CERTI FI - STROY AT END OF RETENTI ON
CATE OF DEPOSIT PERI OD.
23)  STANDARD FOrRM 1038 RETAIN 2 YEARS AFTER THE

END OF FI SCAL YEAR OR UNTI L
SETTLED AND DESTROY AT END
OF RETENTI ON PERI OD.

24) VAR OUS EXTERNAL ACCOUNTI NG RETAIN 2 YEARS AFTER THE
REPORTS PREPARED AT THE END OF FI SCAL YEAR. AT
CenTRAL OFFI CE LEVEL ( SF 220, THE END OF RETENTI ON PERI 0D
221, 225) RETIRE TO FARC. (FARC wLL

DESTROY | N ACCORDANCE W TH
GAQ.) FILE CHRONOLOG CALLY.

25) VAR OUS BUREAU LEVEL ACCOUNTI NG RETAIN 3 YEARS AFTER THE
SOURCE DOCUMENTS ( SF 132, 133, END OF FI SCAL YEAR AND
1151 AND TREASURY WWARRANTS) DESTROY AT END OF RETENTI ON
PERI OD.
26) | NCOVE TAX REPORT RETAIN 3 YEARS AFTER THE (For
CONSULTANTS, ETC. ) END OF FI SCAL YEAR AND

DESTROY AT END OF RETENTI ON
PERI OD.
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CHAPTER 11200 - | NTERNAL CONTROL

A. PURPCSE. THE PURPOSE OF CHAPTER 11200 IS TO SET FORTH THE POLI CY AND
PROCEDURES THAT ARE FOLLOWED | N THE BUREAU OF PRI SONS | N ORDER TO MAI NTAI N AN
EFFECTI VE LEVEL OF | NTERNAL ACCOUNTI NG AND ADM NI STRATI VE CONTROL.  EFFECTI VE
PROCEDURES MUST BE DEVELOPED AND | MPLEMENTED TO PROVI DE ASSURANCE THAT

COVPLI ANCES WTH THE AUDI T AND ACCOUNTI NG ACT | S ACCOVPLI SHED.

B. OBJECTIVE. THE ACCOUNTI NG AND AUDI TI NG ACT AS AMENDED (31 U. S. C. 66A)
PROVI DES AUTHORI TY AND PLACES THE RESPONSI BI LI TY FOR ESTABLI SHI NG AND MAI NTAI NI NG
ADEQUATE SYSTEMS OF | NTERNAL ACCOUNTI NG AND ADM NI STRATI VE CONTROL ON THE HEAD OF
EACH EXECUTI VE AGENCY.

EXECUTI VE MANAGEMENT OFFI Cl ALS OF THE BUREAU OF PRI SONS HAVE RESPONSI BI LI TY
FOR EFFECTI VE PLANNI NG I N THE USE OF FI NANCI AL AND OTHER RESOURCES ENTRUSTED TO
THE BUREAU AND FOR ECONOM CAL ATTAI NVENT OF THE OBJECTI VES OF THE BUREAU.
MANAGEMENT AT ALL LEVELS MUST USE EVERY REASONABLE MEANS AVAI LABLE TO OBTAI N FUN
VALUE FOR EVERY DOLLAR SPENT. SOUND FI NANCI AL PLANNI NG AND EXECUTI ON THROUGH
EFFECTI VE ACCOUNTI NG AND | NTERNAL CONTROL ARE AN | NHERENT DUTY COF EACH MANAGER.

C. EXPLANATI ON OF | NTERNAL CONTRQOL.

| NTERNAL CONTROL COMPRI SES THE PLAN OF ORGANI ZATI ON AND ALL OF THE COORDI NATE
METHODS ADOPTED W THI N THE BUREAU OF PRI SONS TO SAFEGUARD | TS ASSETS, TO CHECK
THE ACCURACY AND RELI ABILITY OF I TS ACCOUNTI NG RECORDS, TO PROMOTE EFFI CIl ENCY AND
ECONOMY OF OPERATI ONS, AND TO REQUI RE ADHERENCE TO PRESCRI BED MANAGERI AL
POLI CI ES.

D. ACH EVEMENT OF EFFECTIVE | NTERNAL CONTROL..

| NTERNAL CONTROL |'S ACHI EVED I N THE BUREAU OF PRI SONS THROUGH SYSTEMATI ZED
PROCEDURES | NVOLVI NG THE SEGREGATI ON OF FUNCTI ONS OR DUTI ES AND THE CONTROL OF
DOCUMENTS.

1. SEGREGATI ON OF FUNCTI ONS OR DUTI ES.

TO THE EXTENT PRACTI CABLE, ASSI GNED FUNCTI ONS AND DUTI ES ARE APPROPRI ATELY
SEGREGATED AMONG AUTHORI ZATI ON, PERFORMANCE, KEEPI NG OF RECORDS, CUSTODY OF
RESOURCES, AND REVIEW | N THI'S WAY, ALL THE ELEMENTS OR PARTS
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OF A TRANSACTI ON ARE HANDLED BY TWD OR MORE PERSONS. BY THI S METHOD OF THE
SEGREGATI ON OF FUNCTI ONS, CHECKS ON PERFORMANCE ARE PROVI DED TO M NI M ZE
UNAUTHORI ZED CR | MPROPER ACTS.

2. DocUVENT CONTROL.

ALL FI NANCI AL DOCUMENTS | NVOLVI NG OBLI GATI ONS, THE RECEI PT OF GOODS AND
SERVI CES, AND PAYMENTS ARE CONTROLLED TO THE EXTENT PRACTI CABLE. DOCUMENTS ARE
CONTRCOLLED THROUGH THE ASSI GNVENT AND USE OF SPECI FI C SEQUENCES OF NUMBERS.
FURTHERMORE, THE FLOW OF DOCUMENTS |'S ARRANGED AND SYSTEMATI ZED TO ASSURE NMAXI MUM
| NTERNAL CONTRCL.

THE ACCOUNTI NG SECTI ON OF THE OFFI CE OF FI NANCI AL VANAGEMENT AT EACH
I NSTI TUTI ON MUST PROVPTLY RECEI VE ALL FI NANCI AL DOCUMENTS | NVOLVI NG CBLI GATI ONS,
THE RECEI PT OF GOODS OR SERVI CES, AND PAYMENTS. ALSO, THE ACCOUNTI NG SECTI ON
MAI NTAI NS REG STERS AND OTHER APPROPRI ATE CONTROLS TO VERI FY THAT ALL DOCUMENTS
ARE RECElI VED AND HAVE BEEN APPROVED BY AUTHORI ZED COFFI CI ALS.

SUBSI DI ARY RECORDS ARE UNDER THE CONTROL OF THE ACCOUNTI NG SECTI ON OF THE
OFFI CE OF FI NANCI AL MANAGEMENT AND ARE RECONCI LED PERI ODI CALLY TO THE CONTROL
ACCOUNTS | N THE GENERAL LEDGER. [EACH FI NANCI AL TRANSACTI ON RECORDED | N THE
ACCOUNTS OF RECORD MJUST BE SUPPORTED BY DOCUMENTARY EVI DENCE WHI CH BECOVES PART
OF THE ACCOUNTI NG RECORDS.

E. SYSTEM OF SEGREGATED FUNCTI ONS AND DOCUMENT FLOW

FOLLON NG ARE THE MAJOR TRANSACTI ONS THAT OCCUR AT | NSTI TUTI ONS OF THE BUREAU
OF PRI SONS AND THE SYSTEM OF SEGREGATED FUNCTI ONS AND DOCUMENT FLOW UTI LI ZED TO
ACHI EVE EFFECTI VE | NTERNAL CONTROL.

1. PROCUREMENT OF (GOODS AND SERVI CES

ALL PROCUREMENTS ARE ACCOMPLI SHED | N STRI CT ACCORDANCE W TH THE FEDERAL
PROPERTY AND ADM NI STRATI VE SERVI CES ACT OF 1949 ( AS AMENDED), OTHER
APPLI CABLE LAWS, FEDERAL ACQUI SI TI ON REGULATI ONS, FEDERAL PROPERTY NMANAGEMENT
REGULATI ON, AND REGULATI ONS OF THE DEPARTMENT OF JUSTI CE AND OF THE BUREAU OF
PRI SONS.

A.  CosT CENTER MANAGER - THE COST CENTER MANAGER REQUEST ALL SUPPLIES AND
SERVI CES NEEDED BY H S COST CENTER | N ACCORDANCE W TH THE PREESTABLI SHED,
APPROVED | NSTI TUTI ON FI NANCI AL PLANS. THE COST CENTER MANAGER SUBM TS
REQUI REMENTS FOR SUPPLI ES AND SERVI CES NOT | TEM ZED ON THE BUDGET FORM 1 AND
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Foob SERVI CE FORM 10 TO THE PURCHASI NG AGENT OF THE REQUEST FOR PURCHASE,

( ACCOUNTING FORM 2) . NO ACTION IS TO BE | NI TI ATED BY THE PURCHASI NG AGENT UPON
THE RECElI PT OF A REQUEST FOR PURCHASE UNLESS THE COST CENTER MANAGER SUBM TTI NG
THE REQUEST HAS COMPLETED THE FORM TO PROVI DE ALL THE NECESSARY ACCOUNTI NG AND
PROCURENMENT | NFORMATI ON.  THE REQUEST FOR PURCHASE |'S COVPLETED I N AN ORI Gl NAL
AND TWO COPI ES.

THE COST CENTER MANAGER SUBM TS THE COVPLETED REQUEST FOR PURCHASE TO THE
PURCHASI NG AGENT WHO TAKES PROCUREMENT ACTI ON AND AFTERWARDS DI STRI BUTES THE
REQUEST FOR PURCHASE AS FCOLLOWE!

(1) THE ORIG NAL REMAINS W TH THE PURCHASI NG AGENT.

(2) ONE COPY |'S RETURNED TO THE REQUI SI TI ONI NG COST CENTER
MANAGER.

(3) ONE COPY |'S FORWARDED TO THE STOREKEEPER.

B. PURCHASI NG AGENT - THE PURCHASI NG AGENT ENTERS AMOUNTS AND A PURCHASE
ORDER NUMBER FOR CONTROL AND REFERENCE PURPOSES ON THE REQUEST FOR PURCHASE AND
| F APPROPRI ATE, PREPARES A PURCHASE ORDER, ( ACCOUNTI NG FORM 81) BASED ON THE
| NFORMATI ON SHOAN ON THE REQUEST FOR PURCHASE. THE PURCHASE. THE PURCHASI NG
AGENT SUBM TS THE PURCHASE ORDER TO THE | NSTI TUTI ON CONTROLLER.

C. CONTROLLER - UPON RECEI PT OF THE COVPLETED PURCHASE ORDER, THE
CONTRCOLLER DETERM NES THAT THE PROCUREMENT ACTION IS I N ACCORDANCE W TH
REGULATI ONS, VERI FI ES THE ACCURACY OF THE ACCOUNTI NG CLASSI FI CATI ON CCDE AND THE
AMOUNT OF THE CORDER, AND ENSURES PREVALI| DATI ON OF THE OBLI GATI ON AGAI NST THE
TOTAL ALLOTMENT. AFTER PRE- VALI DATI ON, THE FORMS ARE FORWARDED TO THE
PURCHASI NG AGENT FOR DI STRI BUTI ON.

D. PURCHASI NG AGENT - AFTER RECElI PT OF THE APPROVED DOCUMENT, THE
PURCHASI NG AGENT DI STRI BUTES COPI ES OF THE PURCHASE ORDER. | N ACCORDANCE W TH
THE | NSTRUCTI ONS ON THE PURCHASE ORDER.

E. ACOOUNTI NG SUPERVI SOR - UPON RECEI PT OF THE OBLI GATI ON COPY OF THE
PURCHASE ORDER, THE ACCOUNTI NG SUPERVI SOR COVPLETES A M SCELLANEQUS OBLI GATI ON
RECORD ( MOR) FOR AN 02 TRANSACTI ON CODE ENTRY | NTO THE COMPUTERI ZED FI NANCI AL
MANAGEMENT SYSTEM, ( FMS) TO RECORD ALL UNDELI VERED ORDERS.
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F. SYCOR OPERATOR - THE SYCOR OPERATOR KEYS ( ENTERS) THE LINE | TEMS OF EACH
BATCH OF THE 02 TRANSACTI ON CODE, AS ASSEMBLED BY THE ACCOUNTI NG SUPERVI SCR,
I NTO THE SYCOR TERM NAL AT THE | NSTALLATI ON, AND THEN PRODUCES A SYCOR LI STI NG OF
THE LINE I TEMS WHI CH | S VERI FI ED BY THE ACCOUNTI NG SUPERVI SOR BEFORE TRANSM SSI ON
OF THE DATA TO THE COMPUTER I N THE CENTRAL OFFI CE.

2. RECEIPT OF GOODS AND SERVI CES

A. RECEIVING CLERK - (GOODS AND SERVI CES ARE RECEI VED AT EACH | NSTI TUTI ON BY
WAREHOUSE PERSONNEL OR OTHER AUTHORI ZED PERSON.  UPON RECEI PT OF THE RECEI VI NG
CLERK' S COPY OF THE PURCHASE ORDER, THE RECEI VI NG CLERK ESTABLI SHES AN
ALPHABETI CAL FI LE FOR UNDELI VERED ORDERS. UPON EVI DENCES THE RECEI PT BY
PROPERLY | DENTI FYI NG AND CHECKI NG THE | TEMS RECElI VED TO THE PURCHASE ORDER AND BY
PREPARI NG A RECEI VI NG REPORT, ACCOUNTI NG FORM 14, CONSI STING OF AN ORI G NAL AND
FOUR COPIES. THE RECEI VI NG CLERK DI STRI BUTES THE RECEI VI NG REPORT AS FOLLOWS:

(1) THE ORIG NAL OF THE STANDARD FORM 1166 AND ONE COPY ARE MAI LED TO
THE REG ONAL DI SBURSI NG OFFI CE, DEPARTMENT OF THE TREASURY.

(2) ONE cOPY W TH THE SUPPORTI NG DOCUMENTS |'S FORWARDED TO THE
ACCOUNTI NG SUPERVI SOR | N ORDER TO RECCRD THE EXPENDI TURE | NTO THE COVPUTERI ZED
SYSTEM

(3) ONE COPY I'S PLACED IN A NUVERI CAL FI LE.

C. ACCOUNTI NG SUPERVI SOR - UPON RECEI PT OF THE COPY OF THE STANDARD FORM
1166 W TH THE SUPPORTI NG DOCUMENTS ATTACHED, THE ACCOUNTI NG SUPERVI SOR PREPARES
AN 02 TRANSACTI ON CODE FOR ENTRY | NTO THE COMPUTERI ZED FI NANCI AL MANAGENMVENT
SYSTEM TO RECORD THE DI SBURSEMENT AND, AS APPROPRI ATE TO REDUCE UNDELI VERED
ORDERS OR ACCOUNTS PAYABLE, |F PREVI QUSLY ESTABLI SHED.

ALSO, THE COPY OF THE STANDARD FORM 1166 W TH THE SUPPORTI NG DOCUMENTS
ATTACHED AND THE 02 TRANSACTI ON CODE ENTRI ES MADE | NTO THE COVPUTERI ZED SYSTEM
MUST BE COMPARED TO THE ACCOMPLI SHED COPY OF THE STANDARD FORM 1166 UPON I TS
RECEI PT FROM THE REG ONAL FI NANCE CENTER OF THE DEPARTMENT OF THE TREASURY.
ANY DI SCREPANCI ES MUST BE RESOLVED AND CORRECTED.

AT LEAST ONE EACH MONTH THE ACCOUNTI NG SUPERVI SOR MUST EXAM NE THE VOUCHER
PREPARATI ON FI LE TO ASCERTAI N THAT ALL BI LLS PAYABLE HAVE BEEN PROCESSED, THAT NO
DI SCOUNTS
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HAVE BEEN LOST, AND THAT SCUND BUSI NESS PRACTI CES ARE OTHERW SE BEI NG FOLLOWED.

D. SYCOR OPERATOR - THE SYCOR OPERATOR KEYS ( ENTERS) THE LINE | TEMS OF EACH
BATCH OF THE 02 TRANSACTI ON CODE, AS ASSEMBLED BY THE ACCOUNTI NG TECHNI Cl AN,
I NTO THE SYCOR TERM NAL AT THE | NSTALLATI ON, AND THEN PRODUCES A SYCOR LI STI NG OF
THE TRANSACTI ONS WHI CH | S VERI FI ED BY THE ACCOUNTI NG TECHNI CI AN BEFORE
TRANSM SSI ON OF THE DATA OF THE COWPUTER I N THE CENTRAL OFFI CE.

4. SAFEGUARD OF SUPPLIES AND MATERIALS (| NVENTORY | TEMS)

A.  WAREHOUSE FOREMAN - AS SPECI FIED I N PoLlI Y STATEMENTS IN THE 14100
SERI ES, THE STOREKEEPER MAI NTAI NS CUSTCODY AND ACCOUNTABI LI TY OF SUPPLI ES AND
| NVENTORI ES STORED BY THE | NSTI TUTI ON FOR USE AS THE NEED ARI SES. THE
STOREKEEPER RECEI VES, STORES, AND | SSUES | TEMS. ALSO THE STOREKEEPER CHECKS
THE QUANTI TI ES OF SUPPLI ES AND | NVENTORI ES BY VERI FYI NG THE ACTUAL PHYSI CAL COUNT
W TH THE BALANCE SHOWN ON THE STOCK RECORD CARDS. DI SCREPANCI ES ARE REPORTED TO
THE PROPERTY OFFI CER FOR ACTI ON BY THE BOARD OF SURVEY. AT THE END OF EACH
QUARTER | NVENTORI ES OF STOCK ON HAND ARE TAKEN BY FI NANCI AL MANAGEMENT EMPLOY- EES
ASSI GNED BY THE CONTROLLER. THE | NVENTORI ES ARE CHECKED AGAI NST THE WAREHOUSE
STOCK RECORD CARDS BY THE 19 DI G T ACCOUNTI NG CLASSI FI CATION CODE.  THE
DI FFERENCES ARE ADJUSTED BY THE USE OF REPORT OF SURVEY AND THE | NVENTORI ES AND
REPORT OF SURVEYS ARE SUBM TTED TO THE ACCOUNTI NG SUPERVI SOR.

B. ACCOUNTI NG SUPERVI SOR - BASED ON THE | NVENTORI ES PREPARED BY THE ASSI GNED
FI NANCI AL MANAGEMENT EMPLOYEES THE ACCOUNTI NG SUPERVI SOR PREPARES AS APPROPRI ATE,
05 TRANSACTI ONS ( PURCHASED | TEMS) AND 35 TRANSACTI ONS ( DONATED | TEMS) FOR ENTRY
| NTO THE COMPUTERI ZED FI NANCI AL IVBNAGEMENT SYSTEM TO ADJUST THE | NVENTORY
GENERAL LEDGER CONTROL ACCOUNTS TO REFLECT THE CURRENT QUARTER | NVENTORY.

C. SYOOR OPERATCR - THE SYCOR OPERATOR KEYS ( ENTERS) THE LI NE | TEMS OF EACH
BATCH OF TRANSACTI ON CODES, AS ASSEMBLED BY THE ACCOUNTI NG SUPERVI SOR | NTO THE
SYCOR TERM NAL AT THE | NSTALLATI ON, AND THEN PRODUCES A SYCOR LI STI NG OF THE
TRANSACTI ONS WHI CH | S VERI FI ED BY THE ACCOUNTI NG SUPERVI SCR BEFORE TRANSM SSI ON
OF THE DATA TO THE COMPUTER I N THE CENTRAL OFFI CE.
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D. CONTROLLER - THE WAREHOUSE FOREMAN IS NOT TO BE RELI ED UPON
EXCLUSI VELY TO TAKE PHYSI CAL | NVENTORI ES. QUARTERLY PHYSI CAL | NVENTORI ES OF ALL
STORE | TEMS ARE TAKEN BY EMPLOYEES I N THE OFFI CE OF FI NANCI AL MANAGEMENT AS
ASSI GNED BY THE CONTROLLER.

5. [ SSUE OF SUPPLIES AND MATERIALS

_ A CosT CENTER IVANAGER - AS SET FORTH I N CHAPTER 14144, MAKI NG REQUI SI TI ONS
FROM THE STOREHOUSE | S RESTRI CTED TO THE COST CENTER MANAGER | N CHARCGE CF

DEFI NI TE PROGRAMS AND ACTI VI TI ES WHI CH REQUI RE SUPPLI ES.  STORES REQUI SI TI ONS
ARE PREPARED I N AN ORI G NAL AND THREE COPI ES BY THE COST CENTER MANAGER ON A

" STORES REQUI SITION, | NvO CE AND TRANSFER RECEI PT" ( ACCOUNTI NG FORM 1) WHI CH
EVI DENCES THE AUTHORI TY TO | SSUE, TRANSFER, OR RETURN SUPPLI ES, EQUI PMENT TO
CLOTHING. THE ACCOUNTI NG FORM 1 PROVI DES A DOCUMENT FOR CONTROL PURPCSE. THE
COST CENTER MANAGER SUBM TS THE ACCOUNTING FORM 1 1S MADE AS FOLLOWS:

(1) THE ORIGNAL (WHITE) IS INITIALED BY THE STOCK RECORD CLERK TO SHOW
THAT SUPPLI ES HAVE BEEN | SSUED AND THAT THE QUANTI TI ES HAVE BEEN POSTED TO THE
STOCK RECORD CARDS. THE ORI G NAL |'S THEN FORWARDED TO THE ACCOUNTI NG
SUPERVI SORS FOR CONTROL PURPOSES.

(2) THE BLUE COPY BECOMES THE WAREHOUSE FOREMAN' S NUMERI CAL FI LE COPY.

(3) THE PINK COPY |'S RETURNED TO THE COST CENTER MANAGER.
(4) THE YELLON COPY IS G VEN TO THE PERSON RECEI VI NG THE SUPPLI ES.

6. WR TE- OFFS OF | NVENTORI ES - ( SUPPLI ES)

A. BoARD OF SURVEY - WHEN GOODS ARE DAMAGED, BROKEN OR OTHERW SE BECOVE
UNSUI TABLE FOR FURTHER USE WHI LE | N THE STOREHOUSE OR WHEN DI FFERENCES OCCUR
BETWEEN THE | NVENTORY STOCK RECORD CARDS AND THE ACTUAL, PHYSI CAL | NVENTORY
COUNT, THE BOARD OF SURVERY, CONSI STI NG OF THE PROPERTY OFFI CER, THE CONTROLLER,
AND ASSCCI ATE WARDEN, OPERATI ONS PREPARES A REPCORT OF FI NDI NGS | NCLUDI NG
SUFFI CI ENT EXPLANATI ON OF THE CAUSE OF LGSS, AND RECOVVENDS DI SPCSI TI ON ON A
REPORT OF SURVEY, ACCOUNTI NG FORM 86. ** (PREPARED | N ACCORDANCE W TH CHAPTER
14130- B) .

**B,  OPERATIONS (AWD) AND WARDEN - BASED ON THE REPORT OF SURVEY
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COVPLETE W TH EXPLANATI QN, THE ASSOCI ATE WARDEN, OPERATI ONS, MJST MAKE A

PRELI M NARY DETERM NATI ON AND FI ND WHETHER THE EMPLOYEE |'S AT FAULT. | F THE
EMPLOYEE | S FOUND TO BE AT FAULT, THE REPORT OF SURVEY SHALL BE FORWARDED TO THE
WARDEN W TH THE AW ( O) ' S RECOWENDATI ON.  THE WARDEN W LL MAKE THE FI NAL
DETERM NATI ON.  HE MAY | MPOSE PENALTI ES RANG NG FROM PLACI NG A RECORD OF THE

I NCI DENT I N THE PERSONNEL FOLDER OF THE RESPONSI BLE PERSON TO HOLDI NG H M

ADM NI STRATI VELY AND FI NANCI ALLY RESPONSI BLE.

C. COWTROLER, INREGONAL OFFICE. - | F THE BOOX VALUE OF THE WRI TE- OFF
ExCEEDS $100. 00, A COPY OF THE REPORT OF SURVEY, COVPLETE W TH EXPLANATI ON,
MUST BE FURNI SHED TO THE COVPTROLLER, I N THE REG ONAL COFFI CE FOR REVI EW

7. SAFEGUARDI NG CAPI TALI ZED AND CONTROLLED NON- CAPI TALI ZED PERSONAL PROPERTY

A.  WAREHOUSE FOREMAN - UPON RECEI VI NG CAPI TALI ZED AND CONTROLLED NOT-
CAPI TALI ZED PERSONAL PROPERTY THROUGH PURCHASE, DONATION, OR ANY OTHER DULY
AUTHORI ZED MEANS THE RECEI VI NG WAREHOUSE LEADER MUST PROMPTLY PREPARED A
RECEI VI NG REPORT. HE WLL ASSIGN A BUREAU OF PRI SONS EQUI PMENT NUVBER AND
PREPARE A FORM 139 FILLING I T OUT IN DETAIL AS REQU RED BY THE FORM HE WLL
FORWARDED THE COVPLETED FORM 139 TO THE | NVENTORY MANAGEMENT SPECI ALI ST WHO W LL
THEN ENTER I T | NTO SENTRY. EACH | TEM OF CAPI TALI ZED PERSONAL PROPERTY MJUST BE
MARKED W TH FEDERAL PRI SON SYSTEM | DENTI FI CATI ON NUVBER.

B. | NVENTORY MANAGEMENT SPECI ALI ST - THE | NVENTORY MANAGEMENT SPECI ALIST IS
TO MAINTAIN A " PROPERTY REG STER' FOR EACH ACCOUNTABLE PROPERTY OFFI CER WHO HAS
PROPERTY OFFI CER W LL CONDUCT AN ANNUAL REVI EW OF ALL PROPERTY UNDER HI' S CONTROL
OR CUSTODY FROM PROPERTY LI STINGS G VEN TO H M FROM SENTRY PROPERTY MANAGEMENT
SYSTEM

C. ACCOUNTABLE PROPERTY OFFI CER - THE ACCOUNTABLE PROPERTY OFFI CER ( APO) TO
VHOM PROPERTY |'S ASSI GNED MUST SI GN THE " PROPERTY REG STER" TO SI GNI FY THAT HE
| S ACCOUNTABLE FOR EACH I TEM  WWHENEVER THERE 1S A CHANGE OF APO THE APO WHO I S
ASSUM NG ACCOUNTABI LI TY FOR THE PROPERTY MJST TAKE A PHYSI CAL | NVENTCRY, AND | F
SATI SFI ED THAT ALL PROPERTY HAS BEEN ACCOUNTED FOR, MJST DATE AND SI GN THE
REG STER.

D. ACCOUNTI NG SUPERVI SOR - CHAPTER 10910 STATES THAT TRANSACTI ON CopES 02,
08, 31, 32, 33, 34, AND 36 SHOW SUB- OBJECT CLASSI FI CATIONS 3101, LIVESTOCK;
3102, ALL
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TRANSPORTATI ON EQUI PMENT; 3103, COWMUNI CATI ON EQUI PVENT; 3104, ADP; 3104,
ADP; 3105, ADP SOFTWARE; 3106, ALL OTHER CAPI TALI ZED EQUI PMENT; AND 2201,
TRANSPORTATI ON OF ALL CAPI TALI ZED EQUI PVENT, GENERATE ENTRI ES AUTOVATI CALLY TO
GENERAL LEDGER FI XED ASSET ACCOUNT 215. 0 EQUI PMENT.

THE ACCOUNTI NG SUPERVI SOR MUST VERI FY THE TOTAL OF THE SENTRY PROPERTY
MANAGEMENT SYSTEM TO THE GENERAL LEDGER FI XED ASSET ACCOUNT 215. O CURRENT
YEAR, PRI OR YEARS, B&F EQUI PMENT TO ASSURE THAT ALL CAPI TALI ZED PROPERTY | S
| NCLUDED BOTH | N THE ACCOUNT AND SPIVS.

E. BOARD OF SURVEY - VWHENEVER ANY PROPERTY, EI THER CAPI TALI ZED | S REMOVED
FROM THE RECORDS FOR ANY REASCN, THE REMOVAL MJST BE DOCUMENTED AND SUPPORTED BY
A REPORT OF SURVEY, ACCOUNTING FORM 86. THE BQOARD I'S TO CONSI ST OF THE
PROPERTY OFFI CER, THE CONTROLLER AND THE ASSOCI ATE WARDEN OR THE PROPERTY
OFFI CER, THE CONTROLLER AND THE ASSCCI ATE WARDEN OF OPERATI ONS. THE REPORT OF
SURVEY | S TO G VE FULL EXPLANATI ON CF THE REASON FOR THE SURVEY ACTI ON AND THE
PRESENT CONDI TI ON OF THE EQUI PMENT, AND IS TO BE CERTI FI ED AS TO THE PRESENT
CONDI TI ON OF THE EQUI PMENT, AND IS TO BE CERTI FI ED AS TO DI SPCSI TI ON BY THE
PROPERTY OFFI CER. BASED ON THE REPORT OF SURVEY COVPLETE W TH EXPLANATI ON, THE
ASSCCI ATE WARDEN, OPERATI ONS, MJST MAKE A PRELI M NARY DETERM NATI ON AND FI ND
WHETHER THE EMPLOYEE IS AT FAULT. | F THE EMPLOYEE IS FOUND TO BE AT FAULT, THE
REPORT OF SURVEY W LL MAKE THE FI NAL DETERM NATI ON. PENALTI ES MAY BE | MPOSED
RANG NG RESPONSI BLE PERSON TO HOLDI NG HI M HER ADM NI STRATI VELY AND FI NANCI ALLY
RESPONSI BLE.

8. ACCOUNTS RECEI VABLE

A.  CosT CENTER MANAGER - A SOURCE OR AN ORI G NATI ON DOCUMENT SHOW NG THE
AMOUNT OAED AND THE ORGANI ZATI ON WHI CH OAES THAT AMOUNT | S PREPARED BY THE COST
CENTER MANAGER OF THE ORI G NATI NG DOCUMENT | S FORWARDED TO THE CONTROLLER.

B. THE CONTROLLER - THE PREPARATI ON OF A BILL FOR EACH CHARGE FOR WHI CH
PAYMENT HAS NOT BEEN RECEI VED |'S UNDER THE SUPERVI SI ON OF THE CONTROLLER. THE
BILL 1S BASED ON THE ORI G NATI NG DOCUMENT PREPARED BY THE COST CENTER MANAGER AND
'S TO BE FORWARDED | MMEDI ATELY TO THE ORGANI ZATI ON THAT OWES AN AMOUNT TO THE
GOVERNMENT. A COPY OF THE BILL AND A COPY OF THE ORI Gl NATI NG DOCUMENT ARE
FORWARDED TO THE ACCOUNTI NG SUPERVI SCR.

C. THE ACCOUNTI NG SUPERVI SOR - BASED ON THE | NFORMATI ON
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SHOAN ON THE BI LL, THE ACCOUNTI NG SUPERVI SOR PREPARES AN | NSTI TUTI ONAL | NvO CE,
ACCOUNTI NG FORM 1. | NFORMATI ON FORM THE | NSTI TUTI ONAL | NVOI CE, THE BILL, AND
ORI G NAT- | NG DOCUVENT | S LI STED ON THE APPROPRI ATE SEPARATE REG STER OF ACCOUNTS
RECEI VABLE - - FOR REI MBURSEMENTS, FOR REFUNDS, AND | NSTI TUTI ONAL | NVO CE AND
THE BI LL SERVE AS THE SUPPORTI NG DOCUMENTS FOR ENTERI NG THE APPROPRI ATE

TRANSACTI ONS | NTO THE COVPUTERI ZED FI NANCI AL VANAGEMENT SYSTEM TO RECORD THE
AMOUNT AS AN ACCOUNTS RECEI VABLE.

9. RECEI VI NG PAYMENTS

A. _ ACCOUNTI NG TECHNI CI AN - CHAPTER 10615 SPECI FI ES THAT THE ACCOUNTI NG
TECHNI CI AN MUST RECEI VE ALL PAYMENTS AND MUST | SSUE A CASH RECEI PT, ACCOUNTI NG
Forv 115, FOR ALL CASH, MONEY ORDERS, CHECKS, OR DRAFTS, WH CH HE RECEI VES,
REGARDLESS OF THE SOURCE. FOR CONTROL PURPOSES, THE CASH RECEI PTS ARE
PRENUMERED AND PRI NTED I N TRI PLI CATE | N BOUND BOOKS W TH 150 RECEI PTS TO A BOCK.
THE ORIG NAL (WHI TE) 1S G VEN TO THE PAYEE, THE DUPLI CATE ( YELLOW |S ATTACHED
TO THE ADM NI STRATI VE COPY OF THE CERTI FI CATE OF DEPCSI T, THE TRI PLI CATE ( BLUE)
REMAINS | N THE BOOK WHICH |'S ON FILE I N THE CASHI ER S OFFI CE.

CHAPTER 10620 SPECI FI ES THAT DEPCSI TS ARE MADE WHEN THE AMOUNT OF CASH ON
HAND REACHES $1000. 00 OR AT LEAST ONCE WEEKLY, BY MEANS OF STANDARD FORM 215,
DEPCSI T TI CKET ARE AS FOLLOWG!

1. THE ORIRG NAL AND 2 COPI ES ( DEPOSI TARY AND CONFI RVED) ARE FORWARDED
ALONG W TH THE REM TTANCE FOR DEPOSI T TO THE DEPOSI TARY. THE CONFI RVED COPY IS
RETURNED TO THE | NSTI TUTI ON FROM THE REG ONAL FEDERAL RESERVE BANK TO EVI DENCE
THAT THE DEPCSI T OF MONI ES WAS MADE. ANY DI SCREPANCI ES BETWEEN THE ACCOVPLI SHED
COPY OF THE DEPCSI T TI CKET RECElI VED FROM THE FEDERAL RESERVE BANK AND THE
DEPOSI T TI CKED RECEI VED FROM THE FEDERAL RESERVE BANK AND THE DEPOSI T MUST BE
RESOLVED AND THE NECESSARY CORRECTI ONS MADE.

2. THE AGENCY COPY IS RETAINED FOR CONTROL PURPCSES. THE ACCOUNTI NG
TECHNI CI AN FURNI SHES THI S COPY ALONG W TH THE SUPPORTI NG YELLOW COPI ES OF THE
ACCOUNTI NG FORM 115 TO THE ACCOUNTI NG SUPERVI SCR.

B. ACCOUNTI NG SUPERVI SOR - BASED ON THE SUPPORTI NG COPI ES OF THE DEPOSI T
TI CKET, THE ACCOUNTI NG SUPERVI SOR PREPARES THE APPROPRI ATE TRANSACTI ON CODES FOR
ENTRY | NTO THE COMPUTERI ZED ACCOUNTI NG SYSTEM TO RECORD THE DEPOSI T OF MONI ES
( REFER TO CHAPTERS 10584 AND 10585).

C. SYOCOR OPERATOR - THE SYCOR OPERATOR KEYS ( ENTERS) THE LINE | TEMS OF THE
TRANSACTI ON CODES | NTO THE SYSTEM AND THEN PRODUCES A SYCCR LI STING WHICH | S
VERI FI ED BY THE ACCOUNTI NG SUPERVI SOR BEFORE TRANSM SSI ON OF THE DATA TO THE
COWPUTER | N THE CENTRAL OFFI CE.




